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Date Chapter | Section Before Change After Change File Name

5/11/2023 11 Exhibit C | 1 Submit requests for lodging 1 Submit requests for lodging exceedil Chapter 11

exceedind200% of the per diem 200% of the per diem rate tMicheale | Travel
rate toCali Engelsiepen, OMB at Smith, OMB at Policy
Cali.Engelsiepen@delaware.gov. Micheale.Smiti@delaware.gov.

5/11/2023 7 7.21 Organizations are responsible for | Organiations are responsible for Chapter 7
maintining supporting douments for| maintining supporting douments for Zr‘]*(rfhas'”g
their transactionsOrganizations are | theirtransactionsOrganizations are Disbursements
encouragedo attach (scan) required to attach service contracts to
supporting documents to the purchaserders for DOA to review (.
transactiosin the Statés financial supplier, service dates, amounts) priof
managemerdnd accountingystem | to applying approvalOrganizatios are
or Organizations maretain encouragedo attach (scan) supporting
supporting hardcopy documents in | documents tall transactios in the
compliance with the Docnent Statés financialmanagemerand
Retention schedules set fotii the accountingsystem or Organizations
Delaware Public Archives. may retain supporting hardcopy

documents in compliance with the
Document Retention schedules set for
by the Delaware Public Archives.

5/11/2023 7 7.5 fthe request is authorized by law fthe request is authorized by law Chapter 7
T therequest is properly coded; T therequest is properly coded; Zr‘:&c“as'”g
1 the procedures set forth in the 1 theservice contract is attached Disbursements

Manual and the Delaware Code | {the procedures set forth in theahual
havebeen followed; and the Delaware Cod®vebeen
i fundsare availals to tre followed;
department; and i fundsare available to the departmen
{ all authorized approvals have beer; and
granted. T al authorized approvals have been
granted.

5/11/2023 7 74 fin a timely manner; fin a timely manner; Chapter 7
1in proper sequencend 1in proper sequence; Z;'crjc“as'”g
{lin accordance with established fiwith the required iachments; and | pisbursements

procedures. {in accordance with established
procedures

5/11/2023 5 52.6 If a purchase is supported by a If a purchase is supported b&S Chapter 51
contract, the contract number must [ contract, the contract number must be| Procurement

listed on the requisitidpurchase
order/direct clainvoucher

listed on thepurchaserder/direct claim
voucher If a purchaseés supported by a
service contracthe contractnust be

attached to thpurchaeorder.
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4/17023 13 13.5.8.2 | TNote: Softwaremaintenance Note: Softwaremaintenance agreemen| Chager 13i
agreements are to be expensed in| are to be expensed in the period Asset
the period incurred. incurred. Managemen
Computersoftware that is acquired
through a cloueased subscription may
betracked as aapitalasset for
reporting purposes if the term of the
agreenent is greater than 12 months.
Any new or amendedgreementfor
cloud-based software faa termgreater
than 12 moths must be suhitted to
DOA by all Organiz#ons upon receipt
of the fully executed documents to
ensurdanclusionin the ACFR. These
contracts must be submitted to:
DOA_Audit Support@delaware.gov
1
4/17/023 13 13.10.3 | The stadard for apitalizing the costg The stadard for capithzing the costs | Chapter 13
of softwaredeveloped or obtainedffo| of softwaredeveloped opbtained fo Asset
intemal useis the Anericaninstitute | intemal useis the Anericaninstituteof | Management
of Certified Publ¢ Accountants Certified Publc Accountants (ACP)
(AICP) Statemenbf Position (SOP) | Statemenbf Position (SOP) 94,
98-1, accountingdr theCosts of accounting ér the Costs o€omputer
Computer Softwee Developed or Software Developed or Obtaid for
Obtained for Interna Uses Interna Uses.
Under this standdr software projects| The standard for capitalizing the costs
are divided into threstages: of software oldined through a cloud
based subscriptiorr@ngement is
- PreliminaryProject Stge GASB Statemen_t 96, Subscriptien
- Application Develoment Stage; an¢ Based Information Tecluiogy
. . Arrangemats.
Postimplementation Operation (o
Production Stage.
Underboth standadls, software projects
are divded into threestages:
- PreliminaryProject Stge
- ApplicationDevelopment
Stagélmplementation Stagend
Postimplementation Operation (o
Productio/Additional Implementation
Stage.
4/13/2023 5 5.32 | Public Works Threholds Public Works Thresholds Chapter 5
Proarement

Lessthan$50,000 Open Market
Puchase

$50,000- $99999.99 3 Letter Bids

Lessthan$150,000 Open Market
Puchase

$150,000- $99,999.99 3 Letter Bids

Budget and Accounting Policy Manuzrrata

Page2 of 196



mailto:DOA_Audit_Support@delaware.gov

Chargesto the Budget andccountingPolicy Manual

4/13/2023 5.31 Materiel and Non-Professional Materiel and NorProfessional Chapter 5
Services Puhase Threshdé Sewices Purchase Thresholds Prowrement
Lessthan$10,000 @en Market| Lessthan$50,000 Open Market
Puchase Purchase
-$10,000- $99,999.99 3 Written -$50,000- $99,999.99 3 Written
Quotes Quotes
2/16/2023 5.33 Professioal Services Thresholds| ProfessionalServices Thresholds | Chapter
Procurement
Less than $10,000 Open Market| Less than $80,000 Open Market
$100,000and overFormalRFP $150,000 and overFormalRFP
Process Process
2/16/2023 5.32 PublicWorks Threshotls PublicWorks Threshals Chapter &
Proarement
Less than $0,000 Open Market | Less than 50,000 Open Market
Purchase Purchase
$50,000- $149,999.99 3etter $50,000- $249,999.99 3 etter
Bids Bids
$150,000 and over Formal Bid | $250,000 and over Formal Bid
2/16/2023 5.3.1 Materiel and NorPrdfessional Materiel and NorPrdessional Chapter 5
Services Puiltase Thresbids Services Putttase Thresholds Prowrement
Less than $10,0000pen Market | Less than $10,0000pen Market
Purchase Purchase
$10,000- $49,999.9 3 Written $10,000- $99,999.99 3 Written
Quotes Quotes
$50,000and over Formal Bid $100,000 and over Formal Bid
1/12/2023 563 1. The solicitation pcess is 1. Thesolicitation processis Chapter 5
available thragh GSS at available throgh GSS at Proarement
http://mymarketplace.delaware | https://mymarketplace.delaware.qd
govdocuments/agency v/agences/processes
solicitationflowchart.pdf flowcharts.shtml
1/12/2023 5.4 4. For additioal information 4. For additionainformation Chapter &
Proarement

regarding Set Aslie contracts,
Organizatons should refer to
http://contrads.delaware.gov/setas
ide.asp. GSS proesgs regarding
the useof GSA contracts may be
found at
http://mymarketface.delaware.gg
v/documents/gseequest
form.pdf?ver=0306

recarding Set Aside entracts,
Organizations should refer to
https://mmp.@laware.gov/Contracts/
GSS processesgarding the use of
GSA contracts may be found at
https://mymarketplace.delawagev
[documents/gsaequestform.pdf
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1/12/2023 5.3.3 | Organizationstsould refer to the | Organizaionsshouldrefer to the Chapter 5
Contracting website Cortracting website Proarement
https://mymark#place.delaware.g| OMB - MyMarketplace: Delaware's
ov/default.shtml Procurement PortalSmall Purchse

Procedues and Thresholder
additionalinformation.

1/12/2023 5.3.2 | Organizationsshouldrefer b the | Organizations should refer to the | Chapter 5
Contracting website Contracing websiteOMB - Proairement
https://mymarketplace.delaware.| MyMarketplaceDelaware's
ov/defaultshiml for additional Procurement PortalSmall Purchasg
information Procedures and Thresholds

addtional information.

1/12/2023 5.3.1 | Orgarizations should refer tche | Organizations should refer to the | Chaper 5-
Contractingwebsite Cortracting websitesOMB - Procurement
https://mymarketplace.delaware.{ MyMarketplace: Delaware's
ov/default.shtmfor additional Procurement Portal Small Purchasg
information. Procedures and Thresholds

additional information.

1/12/2023 5.2.1 | The protocofor acquiring meded | Theprotocol for acquiring needed | Chapter 5-
goods and services d#SA goods and servicesff GSA Proairement
schedules is availédon the GSS | scheduts is availale on the GSS
website at: website at
https//gssomb.delaware.gov/divis | https://mymarketplace.delaware.(
ionwideforms.shtml. v/documents/gseequestform.pdf

1/12/2023 5.1.1 | Foot note Foot note:

The CPAC consists of all aered
State agency hdaand one
additional merberto represent &
pubdic school districts.

The CPAC consists of all covered
State agency hdaor theirdesignee
and one adtional menfberto

represent all pblic schod districts.
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1/12/2023 5 5.1.1 | The GSS and theMB Director The GSSand the OMB Director set | Chapter 5
setthe policies governing: the policies in theProcurement Proarement
- Smdl Purchase Compéiie Manualgoverning:
Pricng, - Smdl PurchaseCompetitive
http://mymarketplace.delaware.g{ Pricing,
v/spp.shtml - Competitive ®aled Bids
- Competitive Sealed Hs (Invitations to Bidi 1TB)
(Invitations toBid T |TB), - Requests for Propos&RFP)
https://mymarketplace.delaware.| _ Sole Source Prazement
ov/agencyforms.shtml -Multiple Source Procurement
;]tFth(-Z]/l/JeStS foli I:rtl)pos?jl (IRFP)’ -Multiple Source Contracting
hips /Imymarketplace.delawat: | Gooperative Procement
: Participations
- Sole Source Procurement,
https://extranet.omb.state.de.us/m
mp/documentskgscontracting
sop.pdf?ver=0331
- Multiple Source Contract@)
http://bids.delawargov/
Cooperative Procurement
Participations
http://contracts.delawargov/coop
erative.asp
1/12/2023 5 5.1 The Statés proarementiaws are | The Stakls proaurementlaws are sef Chapter 5
setin 29 Del.C. Chapter® in 29 Del. C. Chapter 69. Proairement
12/28/2022 13 13.8.3 | Whether equipment, supplies, Whether guipment, supplies, Chapter131
vehicles, or matesis arefi t r a ( vehicles, or materialarefi t eddnd | ASSet
ind swd, an eyuipment or sold, anEquipment Management
Reimbursenent Fam (AM001) Reimbursement Form (AM001)
must te filed with ard appoved must be filed with and aproved by
by DOF, on or bfore the dte of | DOF, on or before the date of the
thepurchas or the ale, purchase or the sale, witiewer is
whichever is earlier. A copy of éh| earlier. A copy of e form can be
form can bdound at found at
http.//extraret fsf.state.de.uforms | https://extranet.fsf.state.de.us/form
.shtml index.shtml
12/28/2022 12 12.9 | Note: Note: Chepter 121
(PO003 (PO003 Pcard
(PO003. (PO0®).
12/28/2022 12 127.1 | Note Note: Chapterl2i
(PO003 (PO003 PCard
12/28/2022 12 12.5.1 | 1. (AP005). 1. (APQO0S. Chapter12i
PCard
12/28/2022 12 12.4.2 | 1.(PO003 1. (PO003 Chapterl2i
PCard
12/28/2022 12 12.4.1 | 1.a.(PO009 l.a.(POM@4) Sgaotder 12i
ar
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12/28/2022 12 12.3.4 | NOTE NOTE: Chapter121i
(PO003) (PO003) PCard
12/28/2022 12 12.3.3 | 1.(PQ0149 1.(PO019 Chaper 1217
3b. (PO012 3.b.(PO012 Pcard
-4, (PO013 -4.(PO013
12/28/2022 12 12.3.1 | c.(APO003 c. (AP003 |lep;z'slpct}ler12 i
ar
12/28/2022 12 12.2.1 | (PO012. (PO012. Chapter12i
PCard
The dutiesandresponsibilitieor | The dutiesandrespondbilities for
all rolesare locatedri the jobRole | all roles aredcated inte job Role
Handbook orDOAS s eek t r| Handbookon DOA's e xt r g
website website
http://extranet.fsf.state.destiraini https://extranéfsf.statedeus/docum
ng jobrole handbook.shtml ents/taining/jobrole-handbod.pdf.
12/28/2022 12 12.2 | The RCard Internal Contile The PCard Internal Camols Chapterl2
CertificationForm(PO012 and CertificationForm(PO012 and the PCad
the Sample PCdrinternal Control| Sample PCard Ietnal Control
Policy Form (PO014 for Policy Form(PO014 for
Organizationsare avdable for Organizations are avable for
guidance in establishing PCard | guidance in establishingdard
Internal Controls. Internal Contols.
12/28/2@2 11 11.5 | (AP003. (APQO3. (Tihaﬂ?rll i
rave
(AP®Y). (AR00Y). Policy
(ARD03). (APO).
(APQOOQY (APOO7
12/28/2022 11 11.1.5 | 1. (AP0O05. (AP0O05. ?ha%tefll i
rav
(AP009, (AP0OS, Policy
(AP®Y) (AP®Y)
3.(PO002 3.(PO002
12/28/2022 11 11.1.3 | (APQO0S. (AP0QO06. <T3hapt|er11 i
rave
Policy
12/28/2@2 10 10.1 | Suspended and Debarred Verslg Suspended and Dared Vendos ghapterlo'l'
rants
Management

When an Organizatiors making
paymerts using fedelgunds,they
arerequiredto reviewthe
https://www.sam.gov/to ensure
that the vendor9s0 they are
payingdo not appeaion the
vendor exclusion list.

When anOrganization is making
paymernts usingfederalfunds,they
arerequiredto reviewthe
https://sam.gov/content/exclusions

to ensure thatthe vendor9s0 they

are payingdo not appear orthe
vendor exclusioni$t.
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12/28/2022 10 101 | CFDA CFDA Chapterl0i
Additiond information on the Additiond information on the ﬁg:;;emem
Catdog for Feceral Domestic Catalog forFederal Domstic
Assistance databaseagnbe found | Assistance databasgay be found
online using the following online using he followingwebsite
website https://beta.sam.gov/ | https://sam.qgov- then séectthe

Assistance Listindink

12/282022 10 101 | Term: Term: Chapter10i
Data Universal Numbering Data Universal Numbering Syste ﬁ;ﬁ;emem
System DUNS) Nunber (DUNS) Number
Definition: Unique Entity ID (UEI)

Dun & Bradstree(D&B) provides

a DUNS numberwhich is a nine | Definition:

digit identification_number for Dun & Bradstree{D& B) providesa

each physiddocation of your DUNS numberwhich is a ninedigit

business. fils number is neeetl | jgenification nurber for each

for ary federal gratapgication. | physical I@ation of your business.

Obtain a DNSnumber online This Number & no longer needed fc

using thefollowing website: any federal grant applicatioti.has

http:// fedgov.dnb.com/webform | heen replaced by a unique Entity |
Obtan a UEI online usinghe
following webste:
https://sam.gov/contenfduns-uei.

12/28/2022 7 7.20 | Instructions fomusing this Instructions for using tki Chapter7 -
comporent areavailable at componentareavailable at £ rchang
http://extranet.fsf.state.c.us/DO | https://extranet.fsf.state.de.ukom | Disbursements
A _Memosshtml. munications/doamemosshmi.

12/28/2022 7 7.18.2 | Organizations must caplete a Organizatios nustcomgete a Chapter7 -
Paymenc Cancellation Request | PaymendCarcellationRequest £ rchasing
Form (APQ04 and forward to OST Form (AP0O04 and forward to OST | Disbursements
the compéted form the completedorm

12/28/2022 7 7.6.4 | Foradditional iformation see: For additionalnformation see:Job | Chapter7 -
Job Adl JV Pocess Aid JV Pocess Purchasing

Disbursements

12/28/2022 7 7.6.3 | (APOOS (APO0O3 ggif;esf;g

ard
Disbursements|
12/28/2022 7 74.2 | (KKOO} (KK0@) gﬂirﬁaegng
and
Disbursements

12/28/2022 6 6.71 H | www.depic.delawaregov https://depic.delaware.gov/ ihapterle

pprovals
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12/28/2022 6.6 Organizaions should refer to the | Organizaibns shouldeferto the Chager 6-
State’s financialmanagemeraind | Stated snarfcih managemerand | ApProvals
accountng systemWelsite forthe | accouning system Website for the
current list of speal adhoc current Ist of special a@-hoc
approvers approvers
http://extranet.fsf.state.dasjobai | https://extranet.fsf.state.de.us/trai
ds/ap/APO400/Ad%20H0c%20A| ning/jobaids/ap/APO400/achoc
provals.pdf approvals.pdf

12/28/2022 6.5 For more ontract andbidding For more contract and bidding Chapter &
information, Organizatiomshould | information Organizations should | APProvals
refer to OMBs Goverment refer to OMB& Goverment
Support Serices(GSS) website | Support Services (G3%vebsite
https://mymarketlace.delaware https://mymarketplae.delawarego
.gov/defalt.shtml. V.

12/28/2022 6.2 Budget andAccounting Updated lnks: AM002, AM003 Chapter 6
Transaction Ricessing AP0, AP004 KK003, KK001 Approvals
Requirements Links invalid:

(AM002), (AM003), (AP003Y,
(AP004%, (KK003), (KK001)

12/28/2@2 2.7.1 | A complee listingof FSF User A completelisting of FSF User Chapte 21
Roles can bfound at the Roles ca be bund at the followng | Internal
following link: link: Control
http://extranefsf.state.de.us/docu| https://extranet.fsf.state.de.usédim
ments/training/job role malbook | €ntgtraining/jobrole-handbook.pdf
.pdf

12/28/1202 2.5 (FormDOAQ0]. (FormDOAQO0) Chapter 2
(FormDOA002 (Fom DOAOO2 E‘éii’;ﬁ'

12/28/2022 1.7 State formsare referenced State forms are ferenced Chapter 1-

Introduction

througltout the ManualAll State
forms can bdound at
http ://extranet.fsf.state.de.us/for

througtout the Manual All State
forms can béound at
https://extranet.fsf.state.de.s/for

ms.shtml

ms/index.shtml
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http://extranet.fsf.state.de.us/jobaids/ap/APO400/Ad%20Hoc%20Approvals.pdf
http://extranet.fsf.state.de.us/jobaids/ap/APO400/Ad%20Hoc%20Approvals.pdf
http://extranet.fsf.state.de.us/jobaids/ap/APO400/Ad%20Hoc%20Approvals.pdf
https://extranet.fsf.state.de.us/training/jobaids/ap/APO400/ad-hoc-approvals.pdf
https://extranet.fsf.state.de.us/training/jobaids/ap/APO400/ad-hoc-approvals.pdf
https://extranet.fsf.state.de.us/training/jobaids/ap/APO400/ad-hoc-approvals.pdf
https://mymarketplace.delaware.gov/default.shtml
https://mymarketplace.delaware.gov/default.shtml
https://mymarketplace.delaware.gov/
https://mymarketplace.delaware.gov/
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/documents/training/job_role_handbook.pdf
http://extranet.fsf.state.de.us/documents/training/job_role_handbook.pdf
http://extranet.fsf.state.de.us/documents/training/job_role_handbook.pdf
https://extranet.fsf.state.de.us/documents/training/job-role-handbook.pdf
https://extranet.fsf.state.de.us/documents/training/job-role-handbook.pdf
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
http://extranet.fsf.state.de.us/forms.shtml
http://extranet.fsf.state.de.us/forms.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
https://extranet.fsf.state.de.us/forms/index.shtml
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9/22/2022 11 11.3.2 | 1. Theuse of privately-owned 1. Theuse of privatelyowned Chapter 1%
vehides for outof-state trael vehides forout-of-statetravel Travel Poley
should require prior approvaf requires prior approval oftie
theappropriateOrganizations appropride Organizations authity.
auhority.

3. Vehicles from FleeServices
3. Vehicles from FleéServices should be usetbr in-state travel
shouldbe usedor in-state travel | Reimbursement forse of privaely-
therefore, reimbursement for use | owned vehicles for wstatetravel is
of privatelyowned vehitesfor in- | discouraged. Organizationzay
state trael is discouraged. allow exceptions to this policy, but
Organizatiors may allow in nocaseis thetotal amount
exceptions to this placy, but in no | reimburse for in-statemileage to ar
case should the totamount individual on a single dy allowed to
reimbursedfor in-state mikage to | exceedhe Fleet Servicesaily
an indvidual ona single day discownted rental rate for a compad
exceedheFleet Sevices daily sadan. Board an€€Commission
discaunted rental rate for a membes ae excludedrom this
compact sedan. Boarand provision.
Commission membe are
excluded from this provision. 4. When using arivately-owned
vehicle for Statéravd, the
privately-ownedvehicle policy is
soldy regonsible for alinsurance
coverageThe employe should
contact the vehicle inser to discuss
coverage available/ggiired when
using the privatelyowned vehicle
on State busiress.

9/6/2022 7 7.6.2 | If thesupplies invoice ard the If thesuppliefds invoice ad thePQO | Chapter 7
PO are noin ageement, the are ot in ageementthe difference ;}‘,{C“as'”g
difference mat be chaged or must becharged or creditedo the Disbursenents
credited to theoroper accountm | proper accournon the Sates PQ as
the Staté PQ asaChange Gder | aChange Gder or asa Direct Claim
or as a Direct Glim, as (if it meets a DiretClaim exception
apprriate. under7.3 Dired Claims), as

appropriate.

9/6/2022 7 7.5.5 | Change orders ato be used for | Change orders are to beedsfor all | Chapter 7

all adjustments (increas or adjusments (increasew deceases)| -uchasing

decrases) to both regular and
Open Oder POs.

to both regular and Open Order PO
Whenan nvoice is sulmitted that
exceeds the remaing balanceon
the PO, the Organizationmaust
compkte a Chang®rder, unless the
amount that exceeds the remaining
balance meets ®irect Claim

exceptim 1 see7.3 Dired Claims.

Disbursenents
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9/6/2022 7.5 | APOis requireddr purchases | A PO is required for grchases Chapter 7
exceedng $10,00 (individudy or | exceedings10,00 (individudly or in zﬁ{fhas'”g
in aggregate). aggrecatewhich includes multige Disburemerts

purchases to thesamesupplier
duringthefiscalyea).

9/6/2022 7.3 General General Chapter7 i
1. All expenditures ot exceeding | 1. All expenditures not exceied | Loy "
$10,000 (individuai} or in $10,000 (individially or in Disbursemerst
aggre@te. A purchase mustot aggre@te. A purchae must not be
be splitinto multiple transations | split into multiple transactions unde
under $0,000 to cicumvent the | $10,000 to ciramvent the &te
State Proaremert Cock. Procurement Coddultip le

purchases to thesame supplier
during the fiscalyear that exceed
$10,00 require a PO to tlat
supplier.

9/6/2022 7.2 | APOis requied for purchases | A PO is reuiredfor purchase Chapter 7
exceeding $10,000ndividually | €xceeding $10,000r(dividually or gﬁ(rfhas'”g
or in aggregate). in aggregatewhich includes Disbursements

multiple purchases to the sam
supplier during thdiscal yea).

9/6/2022 6.6.9 | POs clange ordersandDirect PO change orderand DirectClaim | Chaper 6 -
Claim Vouwhers ned heapproval | vouches for all organizatios oher | Approvals
of DEMA to ensure that thanthe Delaware Emergesy
experdituresmed all federal ad | Managment Ayency ODEMA),
state policies prioto requesting | need the approval @EMA to
reimbusement fom the feleral ersure that ependitures meet all
government. federal ad state policies pror to

requesting renbursementrbm the
federal government.

9/6/2022 6.6.2 | This approvals required for all This approval is rguired for all Chapter6 -
insurarcerelated POs and drect insurarce-related @s and direct Approvals
claim transactiosfor agercies claimtransactions foOrganizaions
other than &tewide Benefits Oth?r than fatewide Benefits ,

. Office/lInsuanceCoverage Office 6
Office/insurance Coverageffice the Department of Hunma
of the Departmet of Human Resources.
Resources.

9/6/2022 6.6 Homeland SecumtGrant Homeland Secitly Grant Chapter 6-
(Appropriation 40213} Comment| (Apprapriation 40213) Approvals

Comment:

For all POs or Diret Claims other
than the DelawareEmergency
ManagenentAgencyof the
Departnent of Safety and ldmeland

Security.
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8/11/2022| 12 128.1 | 1.Immediately ntify JPMC at + | Immediately notify JPMGt 1-800- | Chapterl2
800-270-7760 and adsge the 316:6056and advise the - PCard
representatigthat tre callpertains | representativethatthe call pertais
to a Sate of Delaware aPCard | to a Sate ofDelaware Vsa PCard.
representativegsreavailable 24 | Bank Repreantaives ae available
hours aday, 7 days a week. MC | 24 hous a dayy days a wek.
will immediately deacivatethe JPMC will immediatdy deactivate
card. the cad and issuanewcad, which

is delivered & DOA within seven to
ten businessays.

8/11/202 12 12.63 | Immedately notfy JPMC at 1 Immediately ntfy JAMC at 1-:800- | Chager 12
8002707790 and adiise the 316-6056and advise the - PCard
represengtive that the dapertains | representatve that the call pertains
to a Sate of Delaware Vsa PCard| tg a Sate of Delawae Visa PCard.

Bank Repreantatives are Bank Repesntativesareavailable
available 24 hoursday,7 daysa | 24 hous a day7 daya week.
week.JPMC will immedately JPMC will immediately dacivate
deacivate the card andssie a the ard and isse anewcard, which
redacemat card, which is is delivered to DOA withinseven to
delivered to DOAwithin seento | ten businesdays.

ten busnessdays.

8/1/2022 6 6.6.2 | This approvéis required for all This appoval is required foall Chagpier 6-
insurame-relatedPOs and direct | insurarcerelated POsnddirect Approvals
claim trarsactions claim transations for agencies ther

than Statewide Befies
Office/lnsurance coverage Office
the Department bHuman
Resources.

8/1/2022 6 6.6 Insurarte- Comments: Insurance Comments: Chapter 6-
ForAll insurance POs ddirect For All insurane PCs orDirect Approvds

Claims.

Claimsby agencies dterthan
Statevide BenefitsOffice/Insurance
Cowerage Officeof theDepartment
of Human Reource
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7/182022

7.12.2

7.123 NonPetty Cash Acamt
Managenent

7. Maintan aledger of all
transations for reconciliatbn to
the bank accourand reconile the
ledger to the bank statent each
morth.

8. Maintain the sttemeis and
reconciliations base on the
Organkaionés ardiving policies

7.12.2Non-Petty Cash Account
Managment

7. If permitting debit cards, the
acount awistodian shoulduthorize
the indviduals with the bank and
maintain ovesight of the debit
cawds, ircluding distributing the ced
as neded orverifying possession of
the cardatleast quarterly; appraing
and monitoring theerding on each
card: and clesing anddestrging
card ro longer needed.

8. Maintain a &dger of all
transactions for recoiliation to the
bank account anaconcilethe
ledger to thebank statement each
month. Repot discrepancis
immediately to the accmt
cugodian and Orgamation
management

9. Identify employees who are
responsible fopreparing ad
approving the bankcaount
recortili ations, segregaid from
those employees withother cab
receipt ad dsbursenentfunctions.

10. Maintain the stat®eerts and
reconciliations basd on the
Organ z a t darchiving [dicies

Chapter7 i
Purchasing

and
Disbursements

7/18/2022

7.122

7.12.2Petty Cash Accaut
Managenent and Replenisiment

7.12.2.1 AccounManayemet of
Petty Cah Accounts

7.12.2.2 Remnishmentsto Petty
Cas Accaunts

7.12.3 Na-Petty Cabh Account
Management

7.12.2 NonrPetty Cash Acount
Management

7.12.3PettyCashAccount
Management ahReplenshment

7.123.1 Account Management of
Pety Cash Accounts

7.123.2 Replenishment Pety
Cash Accounts

Chapte 71
Purchasing
and
Disbursemets
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7118/2022 7 TOC | 7.12.2 PettyCash Account 7.12.2 NonPetty Cah Account Chapter7i
Management anBeplenifiment | Managerent Purhasing
Disbursements
7.123 Non-Petty Cash Acaant 7.12.3 Petty CaslAccount
Management ManagemenrandReplenishmert
6/15/2022 13 13.10 | 1.Project coss totaling & million | 1. Froject cets tdaling $1 milion Chapte 1317
and oveii mustusethe Sate®s and oveii mustusethe StaeG Asset
financial mangement ad financialmaragement agh Management
accainting systenés Project accountig systemas Project Coshg
Cosing madule o reordall costs | module to recordll costs asodated
assaiated wih the projet with the poject Chapter 41
(Chapter 471 Budgeting, Section | Budgeting, Sedion 4.8 Projed
4.8 Project Costing); Costing);
2. Project sot#otaling $100000 2. Repar or upgradeprojects
up to $1million i mustuse the totaling $1 million an ovei which
Statds financid management and increasethe uility of theunderlying
accountig sysems program as®t or exted the assefs estimated
codes (major ominor) to record | usefd life are conglered Mnor
all costs assdated with he Capital ImprovemenProjects or
projector can useProject Coshg; | Major Capitd Improvements for
budgetingpurpo®s. Theseprojects
3. Project costunder $10,000 | Must use RsjectCosting.
can be coded ithe regular
manner of egensedut can use | 3. Project sotsotaling $100,000 yp
program cales orPrgect Costing | to $1 millionT mustuse the Statés
financial management ah
accaunting systerés program cdes
(major orminor) to record dlcosts
assoaatedwith the projecor can
use Poject Costing.
4. Project cets umer $100,000can
be coded irthe regdar manrer of
expensedut can use pgram cods
or Projea Costing
6/15/2022 12 12.4.2 | 4. Prior toissuing a PCardo an 4. Pror to issuing a PCard to an (PZ(h:apéErlzl'
d

employeethe Opganizaion must
ensure the empl@g is trined and
understads Chapter 12 ofhe
Budgetand AccauntingManual
and the Organizatiah BCard
Internal ControlPolicies and
Proedues.

enmployee, the Orgaization must
ensure tle empbyee & trained and
undersandsChagers 11 and12 of
the Budget and écountng Pdicy
Manual and therganizatio® s
PCardinterral Control Policiesand
Procedures.
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6/15/2022 12 123.3 | 1. The Senple RCard Irternal 1. The Snple PCardnternal Chapte 1217
Cortrol PoliciesForm(PO014 Cortrol Policy Form (POQ4) may | PCard
may be useé . be useé .

2. Organizatons mstdesignate | 2. Organizations muslesignatethe
on the PCard kernalControls following PaynentNet and FSF
Form (PO012), vinich must be roles toensure proper seggation ¢
signed by e Organzations Head,| duties hasbeenegablished:
the folowing:
3 b. The PGrd Internd cortrols
3 b. RCard Rolesaand Internal Certification Form PO012)must be
Control Form (PO012jre sulmitted pror to partiapaing in
requiredto be updated as chassy | the PCard Progam. Certification is
ocaur andsulmittedto DOA required annudly or whena chage
anrually. in authorizaion occursduring the
fiscalyear.

6/15/2022 12 12.21 | Seayregaion of duties standards fo| Segregation of duties stalards for | Chapterl2i
PCard uage ad administraion PCard usage and adminiation PCard
must be sictly enforced when mustbe stictly enforced vhen
assignig job mles. A list of roles | assigiing jobroles. Alist of roles
ard resporsibilities, by empoyee, | and respndbilities, by empbyee
shouldbe listedwithin the PCard | should be maintaned wih the PCad
Roles and InternaControl Form | Internal @ntrols CertificationForm
(PO012) and further dailed (POO0OR). There should be three
within eah Organizatiod BCard | separatindividualsin the PCard
internalcontrol poicy. As detailed| transactn appovd progess with no
in the form, theroles mus specify | cardlolder appoving theirown
the duties of eacemgoyee as transaction as BCardApprover a
theyrelateto exh Organizatiod s| BusinesdMangyer.Each PCard
PCardprocesges program nusthave, & a mnimum,

two PaymentNet Coolidators to
manageheir PCard responsibilés.
FSHPCardroles have no impma on
theability to hold PaynentNet
Coordinabr roles
6/152022 12 122 | A PCad Roles andnternal ThePCard InternalControk Sgazelrllf
a

Control Form (®012) and a
Sample PCarInternal Control
Pdicies Form(PO014 for small
and large Orgaizations are
availablefor guidancen
edablishing PCard Internal
Controls.

Cerification Form (POQL2) and a
Sampe PCard Internal Control
Pdicy Form (PO014 for
Organizations are\ailable fa
guidance in establishing PCard
Internal Confols.
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6/15/2022 12 12.1 | However in accordane with However, in accorahce with OFAC | Chaper 127
OFAC (Office of Foeign As®ts | (Office of ForignAssets @ntrol, PCard
Control, U.S. Department of U.S. Departmeinof Treasury)

Treasury), pesoral information personal informdion (e.g, dateof
(eg., date ofbirth, courtry of birth, home aldress§ .
citizenship, lome address) .

5/18/2022 4 431 Minor Capitallmprovementprojectsare | Minor Capital Improvemet projects ae Chapterd i
generaly used to maitain the eficieney | generally used tmaintainthe dficiency and | Budgeing
and conditn o Stateowned failities condition d State-ownedfacilities and may
and mg involve reconsuction, involve recmstuction, renovationsor
renovations, or equipnentpurchase equipmentpurchaseTheseprojects have
These pojectshaveedimatedcods of up | estinatedcostsof up to 9,000,000 ad the
to $1,000,000 ad the undetying assets | ynderlying assets shouldrey a life
shoull cary a life expe¢ancyof 10 years | expedancy of 10 year a more In addition,
or more. Inaddtion, without for bucyeting purpose andDivision of
consderation of estimad costs,roof, Fadlities Manag@mentreview purposes,
window and dooreplacementspaving roof, windowand doorreplacemerst, paving
projects gererator replaements floor projects, gearatorreplacementsfloor
replacements, HVAC replacementsand | replacements, HVAC replacements, and
plumbing redacementswill be consdered | plumbing replaementswill be consgdered
minor cepital improvements. minor capital improvemets. This doesnot

exenpt capitlization of Staé asses in
accordane with theBudget and Acounting
Policy Marual Chapter 13 Aset
Managenent,Secton 13.10.1Corstruction
Work in Process (C\WP). Any desied
exceptions to tfs threstold must be
submittecto OMB for consideraion and
appoval.

4/13/2022 9 9.3.1 School intemnal funds ae generally Schoolinternal funds & generally ollected | Chapter 9i
collected by theschod district, but the by the sbod district, with the dsbursenent | Receiptof
disbursement of the funds is ndtthe of the furdsat the discetion of heschool Funds
discreton of the school ahority authority

3/102022 7 7.4 http://www.budget.delaaregov/forms/in | after-the-fact-waiver.pdf (delawae.go). Chaper 7171
dex.stiml Purdasng

and
Disbursemerst

3/10/2022 5 5.8 Leases includ contracts that, although n{ Leasesmclude contract that, abhough not Chaper 571

explicitly idertified as leases, ne¢the explicitly identified & leases, maghe Procuremert

ddfinition d a leaseContracts for
services are not casidered leasesnless
the mntract contains bah aleas
component anda $rvice @mporent.

definition ofa lease Contractsfor services
are not consileredleases unlesthe contract
contairs hoth a lease componentanda
servce comporent. All new or amended
leases orcontracts contaning lease
provisions, either as thesgeeor lessor,
must be submitted tBOA by al
Organizaions upon ecipt of thefully
executeddoaument to ensurencluson in the
Annual comprelensive Finanéa Report
(ACFR). The= leaser contracts nmust be
sulmitted ta

GAAP.Reporting@dlavare.mv.
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1/19/2021 4 43.1 Major Captal Improvenentprojects Major Capital Improvementprojects Chapterd i
Theprgects havesstmated costin Theprojectshaveestimaed costs in excess | Budgeting
excesof $750,00 and the uderlying of $1,000,000and the unetlying assets
assets carna life expectancy of 20 years | carrya life expectarcy of 20 years omore.
or more.
Minor Capital Improvemat projects

Minor Capital mprovement projects The= progcs have astimatel costsof up to

The= progcts laveestimatel costs o up | $1,000,000andtheunderlying assetstould

to $750,0® andthe urdellying assets carrya life expectancy ofLO years or more.

shouldcarry a life expectancyf 10 years | In addition, wthout congileration of

or more. estimatedcosts, pof, window and door
repacements, @ving projects, g@erator
replacenents floor replacenments HVAC
replacenents,and plumbirg replacenents
will be consiceredminor capial
improveaments.

10/28/2021 4 4.31 Organizations thifail to submt new Deleted Chapted i
SignatureCardsby the dily 1% dealline Payroll
risk a negativeihdingin the Compliance

10/28/2021 13 13102 Edablish a @ntrally located Cortsuction | Estbish a catrally located Constuction Chapter 13
File, external to FSFptinclude,but not File, exernalto the Staeds financial Asst
necessarily bémitedto, the fdlowing: maragementind accountig system, to Managemat

include, lut notnecessarilybelimited to, the
following:

10/28/2021 13 1310.1 | Compktad constuction progds are Compkted constuction projecs ae entered | Chapter 13
enteed inb the FSF AMmodule by into theStates financial managerant and Asset
DOA. acountingsystems AM module ty DOA. Management

10/28/2021 13 13101 | A projed is mnsderedcomplete when it | A project iscorsideredcompletewhenitis | Chapterl3i
is readyfor its intended use and thstatis | ready forits intended ge and the status is | Asse
is changel to fin servcedin FSF. changed t@in servic®in the Statés Managenert

finandal manag@mentandaccounting
system

10/28/2021 13 13101 For exanple, if a luilding isrealy for For exampleif a building is ready for Chepter BT
occyarcy in May, but the enployees do | occiparcy in May, bu theemgdoyees @ not | Asset
not move in until the following April, the | move inuntil the following April, the Management
building asset shoulde established in building asset shuld be esablishel in the
FSFAM module in May. Statés financialmanagemerand

accounting sysem& AM module in May.
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10/28/2021 13 1310 The underlying future assetare tadkedin | Theunderlyingfutureasses aretracked in Chapterl37
thesysems AssetManagementodule the Statés financialmanagemerand Assé
only when theassets are pt into sewice. accountingsystem®s AM module oty when | Managemenh
FSFis availabé fortrackingthe coss of the asetsare it into senvice. The Statés
all projects inéuding projects that it not | financialmaragementand a&couning
meet the caitalizationthresholds. systemis available br trackingthe coss of
Requirements for tracking costs aras all projectsincluding projeds that will not
follows. meet thecapialization thresholds.
1 Poject costtotaling $1 million and over | Requiements fortracking costs are as
i mustusethe FSF Priect Qsting follows:
moduk © record dlcost associatedith 1 Progctcosttotaling $1 million and ove i
the projet. mustuse the Statés financialmanagement
2 Projet costs totaling $10000up to$1 | and accountig system Prgect Costiry
millioni mustuse FSF program odes module torecord allcost asocatedwith the
(mgor or minor) to record dlcoss project
assciated with the prgector can us 2 Projectcosts totaling $10000 up to $1
Project sing; million i mustuse the State’s finarcial
managemerdnd accountingsysemas
programcodes (major ominor)to recordall
costs assoated with the project o can use
Project Costig;
10/28/2021 13 139.3 DOA will make the dermination as to DOA will make the deérmiration as to Chapter 13
which methodwill be ugd to @lculate which methodwill beused to calculate and | Asset
and report the aésetvaluesin the Statés report theas®t valuesn the Staté ACFR. Managnment
CAFR.
10/28/2021 13 13.83 - Other NSF) Special Fudsmay show - Other NON-Appropriged Special Fads Chapter 13
the saleproceedsasrevenue sincehiese (NSF)may show the salgroceedsas Asset
funds i notneed legislaive action to revenue since tkese fundsio not need Manaement
increase thir appropriations. legislative actionto increase thir
appropriations
10/28/2021 13 13.82 All equpment suplies, andmateriel, All equpment supples, and mateel, Chapterl37
including vehicles,purchased in Wwole or | induding vehicles, purchaseish wholeorin | Asset
in pat with Stateappropiated fund are part with Stateappropriatedfunds are Managenent
considered asstdf the Sateand ot of the | conddered asts of theStateand rot of the
State agencywhich holdsor uses he StateOrgarization which holds or uses the
materiel. Whae assts held orusal by a materiel. Wrenassets held or usdry a Stae
Stak agencyare cetermineda bein Organization are déermined to ben excess
exeess of the gencyés nedls, theagency | of theOrganizatonés reals, the
is reponsiblefor notifying the OMB/GS | Organizationis respasille for noffying the
for appr@riatereallocationor disposal Office of Management athBudget
(OMB)/GovernrmentSuppot Services GS
for appropriateeallocatia or disposal.
10/28/2021 13 13.82 After all forms aereviewed andproveal | After all formsare revieved and approved | Chater 13i
by GSS, Qganizations nay sibmit the by GSS, Organkatiors ma/ submit the Asset
capital asstfor disposal by usig the capital assefor disposal by wsing the Managment

dispasal woksheet withinthe FSF AM
module.

disposhworksheet within the Statés
financial man@ement anécmunting
systents AM module
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10/28/2021 13 13.8.1 Purcltese orderare required foall asseés | Purchaseorders are regjred for all assets Chaper 1371
coging $5,000 or more, mduding asset costng $10,0000r more, irluding asets Asset
purchased with the PCad. It is purchased with tie PCad. It is Managenrent
recomnencedthat Organizationsuse recommended thatr@anizatiors usethe
FSF&s Recéver functiondity to record Statés financial maragemenard
asseinformation. accountingsystemd s ez furetionality

to record asseéhformaton.
3. Organizationgnust include a Vehicle
Identification Numbertag number, model| 3. Organizationsnug includea Vehicle
numbe andthe manufactures nanein Idertification Number, &g nunber, model
the assetecod in FSF forall vehicle number and thenanufactureis name in the
purchases assetecord h the Statés financial
mangyementand &couwnting systemfor all
vehide puchases.

10/28/2021 13 137 Depreciation iscalculatedmonthly inthe | Depreciation iscdculatedmonthly in the Chager 13171
FSF AMmodule bagd onthedate the Statés financial mamgemenard Asset
asset was available for use or péddn accoutting systenis AM moduk,basd on | Management
service the date theasséwas avdable for seor

placd in service

10/28/2021 13 13.5.10 | The Sateof Delawarehas elected not to | The Sate of Delawae has elected rdo Chapter 13
cepitalize colledions placed irsavice capitalize wllections plaedin service Asset
startng infisca year2010 to expeditehe | starting i fiscd year 2010 to &pedik the Management
completion of the Statés CAFR each compldion of the Sated ACFR each year.
year By not caitaizing collections,the By not capializing cdlections, the Stataso
Statealsohas reduced thamount of time | has educedheamount of ime and effort
and effort requird by StateOrganizations | requred by StateOrganizationsd mairtain
to maingainthis information in theFSF this information inthe Statés financial
AM module. maragement andaccountingsystents AM

module
10/28/2021 13 13.59 Forexample, a mainframe f3J, Forexampe, amainframecertral processg | Chapter 13i
unit (CPU), Asset
Management

10/28/2021 13 13.59 Vehicles, @rniture, ad equipmert that Vehicles, furnitue, and euipment that cost | Chager 137
cost$25,000 ormore thathave a useil $25000 or more hat hare a usefullife of Asset
life of one yar or more areecorded in one yaror maearerecaded intheStates | Management
FSF. financid managemetnand accounting

system

10/28/2021 13 13.58.1 | The Statés purchasef such easements i The Sates puchaseof such easments is Chaper 1371

reportedin theFSFAM module. reported inthe States financial maagenent | Asset
and acountingsystenés AM module. Managenent
10/28/2021 13 13.57 If a capital asgds transfered to a If a capital asat is transfered toa Chapter 13
State Orgaization & thecondusion ofa | State Oganization at tke condusion of a Asset
lease the asst isadded to theFSF AM lease, the a®tis addedad theStates Management
modulebased a thecostsincurred to financid managemerand &couring
purchase the aet includinginterestcosts. | systeand AM modue based orthe costs
incurred topurchaselteasset including

Assts purcha®d vialease purchase Interest coss.

agreements are entered into R®Er final

payment has been madathe kease. Asses purchasedvia lease purtase
agreaments ae entered intoState’s finarcial
maragement andcountingsystemafter
final payment has beemade o thelease.

10/28/2021 13 1355 Landimprovements meting he$100,000 | Land inprovements meting the $00,000 Chaper 137
perunit historicalcostthreshotl will be perunit historical cost threshold vill be Asset
capitalized and entereéhto the FSFAM capitlized and entered into tistatés Managenent

modde.

financid management and acating
sydem® AM module.
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10/28/2021 13 13.54 Therefae, all land must be recaledas a | Therefore, al land must be recordd as a Chaper 1371

captal assetn the FSF AM module. capital asset in thBtaed financal Asset
management and aaaating systents AM Management
module.

10/28/2021 13 13.5.1 | When prchasng landand buildihg When purchasing lanand building togeher, | Chepter 13i
together, e value othe land reeds to be | the valieof the landneeddo be detemined | Asset
determined and categdzed separ@ly in and categozedseprdely in the Statés Managment
the FSFAsset ManagemerfAM) module | financialmaragemenandaacounting

systemsAM module.

10/28/2021 13 13.4 These liresholds dfine the amount per | These thrdsolds define he amount prasse | Chager 137
asse clasification tha is requiredto be classificationthat is required tobe reported | Asset
reportedin the FSFAM Module, and in the Statds financialmanagerant and Managenert
subseqgenty repotedin the CAR. The acounting systemsAM Module, and
threshdds are futher defined by 1) Sate | subsegenty reportedin the Annual
Copital Asset Threbolds, 2) Mdicare Comprédnensve Financia Report ACFR).

Capital Assets Thresholdsnd 3) DeDot | Thethreshotisare furthedefined by 1)Sate
Capital Asset fireshdds. Organiations Capital Asse Thresholds, 2Medicare
should catactDOA for assisanceor Capital Asets Threshldls, and 3PDelaware
guesionspertainingto the thresholcs. Department bTransporation (DelDot)
CapitalAsset Threshotls. Organizatios
shauld contat DOA for assistaceor
guestiongertaning to the thresholds.

10/28/2021 13 132 TheDivision of Accounting (DQR) is The Division of Accouning (DOA) is Chaper 1317
resposible for managing gitalized reonsible for managimy cepitalized assets | Asset
asets in FSF. in the Statés financial management ah Managemat

aacouning system

10/28/2021 13 131 To improwe finandal reporting, The Staesfinancialmanagement and Chapter 131
accountabity, and gerational accountingsystemd s sseAManagent Asset
efficiencies in manging thesecapital (AM) module is ugd to impree financial Management
as®ets, the Stataisesthe FSF Assé reporting, accountality, and operation
ManagementAM) module. efficienciesin managng cagital assets.

10/28/2021 12 12.52 4. POsfor purchases exceedy $5,000 4. PCs forpurchaesexceeding $0,000 Chapter 2 -
(individually or in aggrecpte) are reqgired | (individually orin aggre@te are requird PCard
for transactioal detailswithin the Statés | for transactional details wihin the Statés
financialmanaement ancacounting financialmanagementand accournng
systen. systam.

10/28/2021 12 12.3.1 | 3. 3. Chapter12-
a. Purclases of $3)00 or less a. Purchass 0f$10,000 or less PCard
b. Rurchasesover $%,000 b. Purchaseover $10,000
- All current puchasng and acouning - All current purbasing and accounting
proceduesremain in eféctfor purchases | proceduresemain in &ectfor purchases
over $5,000. over $10,000.

10/28/2021 10 10.74 The SingleAudit is compleed aferthe The SingleAudit is compleed aferthe Chapter D
State CAFR auditanduses the asic States Annual Comprehesve Financia Grants
finandal statemeits and anyinding s Repot (ACFR)audit and uses thbasic Management
from thereas the begining of the Sinkg finarcial staements andnyfinding sfrom
Audit report. thereasthebegnning of the Single Audit

report

10/28/2021 3 3.4.2 For GAAP and CAR purposs, For GAAP andACFR puposes, Chapter 3
govenmentd accounting trasacionsand | govenmental acountingtransactiongnd Delava r e
eventsare recognizedon either tle accual | events are gnized on eiter the acwal Accounting
basisor the modifiedacaual basis basis or the mofled accual bais. Framework
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10/28/2021 3 34 The GAAP staemerts, as preental in the | The GAAP statemetts, as presenteih the Chapter 3
CAFR, are tle dficial record of tle ACFR, are tle official recad of the firancial | Delawar® s
financial activities of the Stte. Both of adivities of the Stae. Both of theseébases Accounting
these bases arerther descriledin this arefurther desribed in this Chepter. Framework
Chapter.

10/28/2021 3 3.3.2 MeasuremenFocus of Accounting for MeaaurementFocus of Accounting for Chaper31i
CAFR Reporting ACFR Reporting Delaware 6 s

Accouning
Framework

10/28/2021 3 33 Thisreporting & achievedthroughthe This repating is achieved through the garly | Chater 37
yearly siomisson of the CAFR. The submissdn of theACFR. The informationin | Delawa e 6
information in the CAFR is segregated the ACFR is segregted accoding to Funds | Accounting
according o Fund ard covers albf the and covers all of th&tated s artial n Framewvork
Statds finandal activities. activities

10/28/2021 3 3 Each ear, the State ppars te Each yeas the State prepardbe Annual Chapter 3
Compehensve Finartial Report (AFR) | Compehensve Finandal Report ACFR) as | Delawvar e 6
as itsofficial record offinancial activities, | itsofficial record offinancial acivities, Accounting
based on natinal GAAP standardsind based on natinal GAAP stardardsand Framework
guidelines. guidelines.

10/28/2021 3 TOC 3.3.2 Measurenm Focus ofAccounting | 3.3.2Measirement~octs of Accountirg for | Chapter 3
for CAFR Repating ACFR Reporting Delawae 6 s

Accouning
Framework

10/28/2021 1 15.2 The acuate gathering of tre Stated s The acurate gatheing of the Stagd s Chapte 1 -
financialinformationand activities is finarcial informationand ativities is Introduction
requira in orcer for the State to meetts requira in order for the State taneetits
annwal reportng requirementsEachyear, | amual repoting requiementsEach year,
the Stée pioduces aCompehensve the State pragtesan Annud
AnnualFinarcia Report(CAFR), Comprehensiv&inancial Reprt (ACFR),

The Office ofManayementand Budget The Office of ManagemenandBudget and
andthe Departmet of Finarce have the Department ofFinarce hawe identified
idertified the GAAP statements as the GAAP gatementss presentkin the
presented ithe CAFR b be the official ACFR to be thefficial record of he
recad of thefinancial activitiesof the financid activities of the State.
State.
9/1/2021 9 94.4 | Uponapprowal by the Cabine Upon approvaby the Cabinet Chaper 9T
i . . Recipt of
Secgetary orOrganization Head Secretary or Ornization Head, Funds
Organizationsshouldremowve the | Organizations shdd remo\we the
full or partial account bahnce full or partal account balane fram
from the Organizaionés active the Organiationd active acouns
aaccountsreceivabldile and pace | recavable file and pl@e te account
the account into permanent into apemarent inadive file.
inactive fle. The Orgnizatiords
accouns recévable policy stould
include eriodc review of inactive
accouns recévable to detemine if
the acount(s) bould be
reclassified for furthercolledion
efforts.
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9/1/2021 9 9.4 An accounts receivableportis | An acountsrecevable reporis ghapte@f"'
. . ecelpt o
submitted to the Deptment of submitted b the Depament of Fund?
Finarce OOF) each yaraspart | Finance (DOFeachyear & part of
of the aanual GAAP reporting the annualGenerally Accepted
package. Accounting Rinciples(GAAP)
reporting package.

9/1/2021 11 Exhibit C | II. Suppot or Detail 1. Support @ Detdl Chapte 111
fPlease spit detils betveen lodgily ard fPleaseseparae detils betveen lodgig ard | Trawel
meals/irtidentals Do not include taxes in | meals/irtidentals Do not include taxes in
your ratecalculation. Please étalil your ratecalculation.
separately if hotel/moteharge s ert i qGsA Rae
feeo. GSA Rate x 150%Cabinet Level GSA
GSA Rate Ratex200% (OMB and D@ approva)

GSA Ratex 150% IGSARatex Actual % rate

IGSA Rate x N%

i. TheN% should be the percertage @ove | I1l. ManagerApproval

GSA rate nedel to regrve room fPlease hvemanagerappioveon request

descibed in Secton |. prior to submisson for OMB ard DOA
apprwal. This sgn-off canbe in the form o

IIl. Manager Sgn-off ane-mal as long as it clearly references the

fPlessehave manager sigroff on reqiest | travel reques and plainly grantapproval

prior to sending for OMB anBOA

approwal. This sigroff canbein theform

of an email aslongas it clarly

references tle ravel requesand painly

grarts approval.

Below is anexample of Secion Il

requirementgdo not include tax).Seethe

GSA website for the current rates:

http:/ /www.gsa.gov/pediem.

Chart iown

9/1/2021 11 114.3 d. Persoml telephone cés. d. International célular phonesewicei Chapter 117

reimbursemenfor the nog costeffective Travel

(2) Trawvel for three night®or less, noto
exceed $0total.

(2) Trdavel br four nights or moe, not to
exceed $20 total per week.

f. Gaoline and/o Other Supplies

available dan for theduratian of the trip.

f. Gasolne Electric chargingand/or Other
Supplies

h. For international or extended trdyether
incidertal expenses ifdading laundry or
personditems as dtermined necesaryand

essentidby the Organiation.

Budget and Accounting Policy Manuzrrata

Page21 of 196



http://www.gsa.gov/perdiem

Chargesto the Budget andccountingPolicy Manual

9/1/2@1 11 11.42 1. Lodging 1. Lodging Chapter11i
a Lodging costs arauhorizedwhen a.Lodging cos$ ae authorizedvhen Travd
appiovedofficial travel is outf-state, appoved oficial travelis aut-of-stat, more
more han12 hous, and overnight lodgig | than 12 hours,and overnift lodgingis
is required. requiral. Lodgingmust be booked through
the travelmaragementompany unless an
d. Accommodabnsshared wih other excepion in Secton 11.1.4 is met
State traelersshould bebilled and
reimbursed to oneravder. When d. Accommoatiors shared withother State
required, eimbursemerts to moretian travelersshould bebilled and renbursed to
onetraveler shdlbebasedon a pro rata | onetraveler When required, reimbursmerts
share as reportech@ach reimbursement | to more than aetravelershould be based on
request. a pro rata sére as repated on each
reimbursenert reqLest.
e. State taveles may elect tause their
peronal campers or rereation vehicles,
ratherthan saying in a ho¢l/motel. When
prior appovd is received from he
appropriate Orgardaion autfority, the
traveler will be reimbrsed actudcost, not
to exceedhelocaton cost o hotel
lodging.
9/1/2@1 11 1141 | 1.Expersesshall ke basednacual 1. Expensestould be asel onacual Chapterl1i
expense method. expensenethod. Travel
9/1/2021 11 11.3.3 | 2. Vehicle Sie 2. Vehicle Size Chaper 117
Travel

Whenevempossible, compact casdall be
rentel orreserved. ldwevae, if a larger
sizevehicleis more econmical ormore
thantwo travelersaretravelingtogether,
thelarger wehicle may e appropriate.

Whenever possible, compact carsdl be
rerted or reserved. Howey, if a largersize
vehicle ismoreeconomial ormore than two
travelers ae traveing togethe, the larger
vehicle may beappropriat.
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9/1/2021 11 11.3.2 1. The useof privately owned vehicles fo 1. The usef privately-owned vehicles for | Chapteri1i
out-of-statetravel shall requirgrior out-of-stae travel should requie prior Travel
appoval of the approprite Organization apprwval of theapproprate Organizaion
autority. Reimlursement of piivate authority. Reimbursement of gvate vehicle
vehicle expersesis at therateprescribel expensess & the rae prescribd by
by Delawae Code, Title 29,871@ ard Delawae Code, Ttle 29,87102andonly for
only for actualand necesary miles actual and neceary milestraveled.
traveled. In considemg appro\al, the agproval
In consideriig approval the approval authaity should take into consideraton the
authorily shall take irto consideratiorthe | cost d alterrative modesof travel andhe
cost of dternative modes 6travel and he | cost of neals andodging for the additiona
costof meds ard lodging forthe travel/transit days
additionaltravel/trasit days.

2. Whentwo or more employees travel in a
2. When twoor more enployees tavelin | privately-owned vehicle, only omnileage
a privately owned vehicle, only one reimbursament will beapproved.
mileage rembursement will be appved.

3. Vehiclesfrom FleetSevices $iould be
3. Velicles from Fleetervices shdlbe usedfor in-state travel therefore,
used for in-state travel; therefore, reimbursemeinfor use d privately-owned
reimbursement for use d privately vehides for instate trawel is discouraged.
owned vehicls for in-state travel 5 Organizationgnay allow exceptions to this
dismuraged. Organiaions mayallow policy, but in no @seshould thedtal
exceptions to this policygutin nocase | @mount renbursedfor in-statemileage tcan
should the totalamount reimbursed for individual on asingle day ereedthe Fleet
in-state mileage to anindividual on a Services dily discowunted rentarat.ef.or a
single day exced the Feet Savices caily | COMPact séan. Boardand Commission
discownted rental rae for a conpact members are excled from this provision.

p
sedan Board anddommissionmembers
are excludedfrom this provision.
9/1/2021 11 11.23 1. Accommodéions 1. Accommodations Chapter 1117
Travd

Whenrail travd is the mgtapprgriate
modeof transporttion, the most
economicatlass accanmodationsshall
be usel.

2. Rouingof Travel

All travel shall be by the nsbeconomial
and direct routeslf a peron travelsby
an indired route for persaal
convenierce,the extraexpenseshdl be
the resporsibility of the indvidual.
Rembursement for expenseshadl be
based onlyon the costof the most
economical anddired route.

Whenrail travel isthemost appropate
mode oftransprtation, the mosteconomiel
classacconmodatons shouldbeusal. Rail
travel must kb ooked through the tavel
managenentcompany unless a exception
in Section 11.1.4 imet.

2. Rauting of Travel

All travd should be by the most ecoomical
and diect outes If a perontravelsby an
indirectroute for personatorveniencethe
extraexpense mustbe the resgnsibility of
the indvidual. Rembursement foexpenses
mustbe basel only onthe cost of the mas

economical ard direct route.
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9/1/2021 11 11.22 1. Accommodaions 1. Acoommochtions Chapterl1i
When @mnercial airinesare useds a When @mnerdal airlines arausedas a Travd
mode & travel, accommodatios should moce of trave] accommodatias should b
be coach/ecnomy class,unlesssome coach/ecanomy classpnlesssomeother
other class is morecoromical. classis moreeconomicalAirline travel must

be booked through the travel mamggment
2. Routing of Travk conpany wnless an exceponin Section
. 11.14ismet.
All travel stall be by the mat economical
and drect routes If aperson tavels ty .
an indirect rout for persoral conenience, | 2- Routing of Travel
the extra expense shall be he All travd mud be by the met economical
reponsbility of the individual. and direcroutes. If aperson traelsby an
Reimbursementor expenses!sall be indirect out for personal conenier]cg, the
basedonly on the cost othe most eﬁ(trgzgp?seln%ugtbbethe respto nsibility of
: : the individual. Réambursemenfor expenses
econanicd anddirectroute. mustbe based only onthecost ofthe mos
ecoromicd and direct oute
3. Intenationd Travel
Accommodationsfor international airlne
travel may be other than coach/economy
classwhen: heorigin or destinatinis
outside d North America;thescheduled
flight time, incuding nornrovemight
stopovers andcharge of plaes,is in ex@ss
of 14 tours; and the employees requiredto
reportfor busines duty within 241 hours of
arrival at the cedination.

9/1/2021 11 11.21 The gandard 6r canmon carriertravelis | The sandard for conman carrier ravel is Chapte 117

coadt fare.Commoncariier should be coachfare Common carér $ould be Travel

booked at thdowestavailable fare
consistent wth reasonéle businestravel
planning and ray be bookedrbm ary
saurce.

Travelers should makeavel reservaions
as fa in advane as posble to attain the
lowed fares,including nonrefundéble
tickets Travelers mg not spedy
particular airlinesor other cariers to
aacumulatemilage on promotional plans,
suchasfrequert flyer programs for
peronal ain.

Travelers may prchas ticketsin advance
of travel to take adantage of speial
discountrates(sypersaverdres, etc,)or
othersavings thatvill accrue to the &te
(i.e. supersaver dimunts).

NOTE: Masairlineswill not give refunds
or partial refundsfor supesaver airfares.

booked at tk lowed available fare
corsistentwith rea®nahble bushess travel
planningthrough theravel manaement
compay.

Travders shold malke travel reservéionsas
far in adwance as posdble to attainthe lowest
fares, ncluding nonrefundable ticlets.
Travekrsmug not specify paticular arlines
or other carriers to accumulate milage on
promdional plars, such as frequentyfér
progams fa pasonal gain.

Travelersshould purchase ticletsin advane
of travel to takeadvantage d specal
discourt rates or other savings that wil
accrue tothe State

NOTE: The travelmanagementompany
will isste acredit for cancellation baflight.
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9/1/2021 11 1116 Cancelldion 11.1.6 Ganellation Chapterl1i
State funds shalnot be expended to pay | State fundshould not be &pended tgay Travel
for unused resrvations wlessthe Sate | for unused reservabnsunlessthe State
Organiztion is sdisfied that failureto Organizaton is satisfied that failure to
cancel or use the reseationwas cancd or usthe reserationwas
unavoicable. An expnation br the unavoidadde. Anexpanation forthe
cancellion should bedocumentedand | ¢ancellaion should bedocumertedand
maintained at the Organization. maintained at the Organization. Thetravel
manaerrent companyllows the
Organizatio to recei\e a credito be used
for future travel of any employe
9/1/2021 11 11.14 PCad moved to 11.15 11.1.4 Trawel Management Chapterl1i
The Stae has contacted with atrave Travel

managementompany for bodking
transmrtation, aher than retal cars,and
lodging sevices.All Organizations must use
this booking sydem unless oe of the
following exceptionsis met:

1.Travel is competely pad by an gercy
outsideof the Satethat requires bookirg of
travelreservationghrough ther despnatel
saurces.

2.The empoyee is atending an event or
conference ti providesdo cosbtravel
resevation services, and where the
sporsoring ettty pays al travel expense;
either tirough direa billing or via post travel
reimburserentto the State.

3. Theempoyee b attendig a conferace
that provides lodging rates ar belowthe
cost of the traveinanagemat conpanyof
the locdion of the tavelmamagement
company& lodgirg resuls in additiond local
trangportation cests.

Theempoyee istraveling b assist with
naural disaster ad/or requires an extended
stay &cility with limited offerings bythe
travel maragenent companyn the location
nealed
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9/1/2021 11 111.3 All out-Of-state travel thatextends All out-Of-state travel that exerds teyond Chaper1li
beyond one day shallbe approved bythe | one chy mustbeapproved  the designated | Trave
desigrated Organtation approval Organzation appoval authoity. All
authority. All requests shalbemade on | requestsnustbemade on the Trave
the Traveé AuthorizationFom (AP@6). A | Authorizaion Form(APOCE). A copy of the
copy of the confeence or meeting confaence ormeeting plogram.sho.uldbe
programshadl be atached to tke form. attached tdh? form. 'Iheauthor.lza.tlon form
Theauthorizdion form should be must besubmtteq to ﬁjeOrganlzalorl
submittedto the Organiation approval approval authority prior tthetraveling day

. . . . in compliance vith Organization
authority prior tothe travelingdayin requi
. ; R equirements.
compliance with Organization
requirements .
Internationaltravel must be aprovedby the
designaesOrganizaion approvakutiority
through request an the Travel Authorization
Form (AP006).Pdicies sgcific to
international trael are includedfor air
travel, lodgiry, mealsand ircidental
expenss, ard miscelaneos expenses irthe
related sedionswithin this padlicy.

9/1/2021 11 111.2 This policyincludes he termgimust and Chepter 1117

shouldo. iMusb requires the Orgamations | Travel
to achere to the specifipdlicy cited.

fiShauldo establshesthe recormendel

policy Organizations areexpectedto follow,

unless reasasbledocumentton is provided

for following andlternative pdlicy.

9/1/2021 11 11.1.1 | Thepurpose ofthis policy is to prode The purmse of this policysto provide Chapter11i
guiddinesandspecific preaedures with guidelines and spéi@ procedureswith Travel
regardto incurringand reportingtravel | regard tomcurring and eporing authorized
expenses fa employees ad officials for travel expese forem[ioyees ad officials
authorized travel expenses incuredin incurred in thecondict of State business
the conduwct of Sate bushess

9/1/2@1 6 6.62 The Insurance Coverage OfficeDbfRhas | The Insurance Coverage OffiofDHR has | Chapter6i
the centralizedresponsilility for the the centralizedespamsibility for the Approvals
operation of the State Insurane operation ofthe Sate InswanceCoverage
Coverage Progam. No other Pragram. No other Organiza}tion is
Organization is authorized to placeor authorized to placeor acquire any
acquire anyinsurance Thisapproval is insurance. This goproval is _equwed for all
required for allinsurancerelated FOsand msurarm_}related FOsand direct claim
direct claim transactionglhisapprovalis transactios.
not needed formsurancepaymerts for
Higher Edcation and D&, ifState
Generd Fund moniesare notexpended.

All charter school purchase®f insurane
must be gproved bythe Sate Insurance
Coverage Offce.

9/1/2021 6 6.6 Specal Approvalsi Commodty Special Appovalsi CommodityPuchass Chaper6'i

Purchases ad Contracts andContrads Approvds

Insurane

For ALL insurancePos or Direct Claims.
Approval only neededor Higher
Educationand DOEwhenGF moniesare
expendel. All charte school insuance
purchases mudie approvedy theStae
Insurancecoverage Office

Insuran@
For ALL insuran@ Pos or Direct Clains.
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9/1/202 5 5.5 Public Works Contracts: Pubic Works Corracts Chager5i
Medium i ($50K - $99,99 i Medium 7 ($50K - $49,999.991 Procuement
CPACFadlities Managment) CPACFzilities Management)
Largei (greate than $100,000 Large i (greater tha $150,0001
CPAC/FaciliiesManagemant) CPAC/Fadlitie s Managemenjt
If the prabablecost ofa Puldic Works If the probablecostof a Rublic Works
contractis expeded to exceed $10,000: | cortractis expeted to exaeed$150,000:

9/1/2021 5 5.3.3 Profession& Sewices Threlolds: ProfessionaSevices Threkolds: Chaper5i
Less than $0,000  Open Market Less than $00,000  OpenMarket Proaremert
Purchase Puchae
$50,000and over Formal RFPProcess | $100,000andover Formal RFP Pocess

9/1/2021 5 5.3.2 PublicWorks Thresblds: Public Works Thresholds: Chaper5i
Less than $0,000  Open Market Less han $0,000 Open Maket Procuement
Purdhase Puchase
$50,000- $99,999 3 WrittenQuotes $50,000- $149,99999 3 Written Quotes
$100,000 andover  Fomal Bid $150,000 aml over Fomal Bid

9/1/2021 5 5.31 Materiel andNon-Professioral Sewices Materiel and NonProfessionaServices Chapter5i
PurchaeThreslolds: Purchase Threslhids: Procurement
Less tan$10000 Open Marke Lessthan $.0,000 Open Maket
Puchase Purchase
$10000- $24999 3 Written Quots $10,0® - $49,99999 3 Written Quotes
$25000 and over  FormalBid $50,000 ard over Formd Bid

9/1/2021 7 7.17.4 | - Advance Rymerts arestandard bugsess | - Advance Payerts arestardard busness Chaper 77
practices (e.g maintenane contracts, pracices (e.g., mantenane contacts, Puchasng
subscmptions, egistiation fees, aiihe subgriptions, registiationfees,airline and
resevations). resevations, yea-end paymerstfor flexible | Disbursemerd

spending account laims).

4/20/2021 7 73 Depatment ofNatural Reources Department of NaturalResairces(DNREC) | Chapter 7
(DNREQ) 46. Unceriground Sbrage Tank Armesty Purchashg
46. Undeground Storagdark Amnesty Programand HSCA programs and
Program Disbursenens

4/14/2021 14 145 Uponhiring an alien, he Organzation Upon hiring an dien worker, the Chapterl4i
must rotify PCG bthe hire. Orgarization mushotify PCGof the hie. Payroll

Compliance
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4/14/2@1 14 14.5 If an Organizabn ispaying aForeign Organizaions nustcontact £G Chapter 14i
National as avendar, the Oganizdion immediatelywhenan active empoyee Payoll
must ndify PCG.PCGwill provide the relocaesoutdde the United Staes, includig | Compliance
Orgarization Fom W-8 BEN for temporarily, or prior to hiring anew
completion.See Section 7.16 Suppér employee thatwill resideoutside the Wited
Information. States and performther work duties

remotely form arother coutry. PCG will
review eah situationto detamine the abity
of the Sate toconply with IRSregulations
andwithholdingrequiranents imposd by
theforeign county andprovide the
Organiation with awvailable salitions. The
State dosnot have the capabily to remit
taxes to adreign countrywhich limits the
States ability to enploy individuals residing
outsdethe UnitedStates

If an Ogarization is paying aForeign
National as asupplier, the Oganizatiormug
natify PCG. PCG wi provide the
Organgaion FormW-8 BEN for
completion. Se&ecton7.16 Supper
Information.

3/25/2021 7 73 Geneal General Chapte 717
18 Organizationpayment for tax andfee 18 Organization payment for tx andfee Purchaing
collections collections and

Disbursemets
19.Intragovernmental Paymets mace to 19.Intragovemmental Ryments made to
external bak acounts extenal bank acounts
Grants 20. Reenue réunds andotherclaim
20.Grantsin-Aid expenditires, as per payments.
amual Grants-in-Aid legislation(Annual | Grarnts
Bill passed byGereral Assemby) 21.Grantsin-Aid expendtures, & perannual
21 Federafundsexpenditures Grantsin-Aid legislation(Annual Bill
22 Rewvenuerefunds passed by @neal Assembly)
23.We|fare am Assistam grants 22.Fajera|fundsexpenditlnes

23 Welfareand Assstance grants

3/16/2021 6 6.6 Speial Approvalsi Capital Special Aprovalsi Capta Improvemerts, | Chapter &

Improvements, Bpatmentof Education | Depatment of Elucdion Approvals

For all Pos, Change Ordrs,andDirect
claims caledto Bond Accounts ad
Schal i Minor Captal. SchookMinor
Cayital trarsactionsrequre gproval d
DOE, Capitd Projects Managementwith
theexcepton of charterSchoos

For all Pos, Change Orders and Direct
claims coaed to BondAccaunts ad Shool
T Minor Capital. Charte SchoolMinor
Capital transactionsdo notrequie gproval
of DOE.
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3/11/2021

7.3

General

18and feecollections
Grants

19 Grarts-in-Aid expenditurs, as per
annual Grantdn-Aid legslation
(Annud Bill pased byGeneral
Assembly)

20 Fedeal funds exgnditures

21 Revente refunds

22 Welfareand Assigance garts

Legal

23Juty Duty and witnessfees

24 Invedigation Funds(Division of
Safety &Homelard Secuity
(DSHS))

25 Court-appointed attoneyss legal
fees andthercourtmardated
sewicessuch asetired judges,
civil commitmentard
interpretes

26 Cout-mandated legalsetiement

Schools

27 School district payments aut of
local funds fotincludingthe
purchase d capitalassés)

28 Stucent privateplacenent
expenses,riduding tution and
trangportation

29 Privatecarrier schml, homeless,
medcal or athldic
transprtaion

30.Schpd bus contratordpayments

Department of Health and Sacial

Sewices(DHSS)

31Bookspurchasel for resale

32 Pdiert trust funds

33Home Hedth Organizatin
expenditues

Genaal

18 Organization pymert for tax and
fee colections
19.IntragovermmentalPaymentsmade
to external bankaccounts
Grants

20 Grans-in-Aid expenditues as per
amual Grantan-Aid legislation
(Annual Bill pased by Genad
Ass=mbly)

21 Federafundsexpemitures

22 Reveruerefunds

23 Welfare ad Assistancgrants

Legal

24 Jury Duty andwitnessfees

25Invedigation Funds (Dision of
Safety &HomelandSecuity
(DSHS))

26 Court-appanted attoneys legd
fees and othecourt mardated
serviessud asretired judges,
civil commitmert and interpreters

27 Coutt-mandated lgal settlemen

Schods

28.5Schooldistrict paynment outof local
funds (notincluding hepurchae
of capital asses)

29 Student privateplacemen expeanses,
including tuition and
transyrtation

30.Privatecariier school, honmeless,
medical or athldt transportation

31.School bus catractasdpayments

Department of Health and Social Services
(DHSS)

32Books purtase for resle

33Pdienttrust funds

34 HomeHeath Organization
expenditures

Chapter 7
Purchasng
and
Disbursemens

Budget and Accounting Policy Manuzrrata

Page29 of 196




Chargesto the Budget andccountingPolicy Manual

3/11/2021

73

Delaware Department of
Transportation (DelDOT)

34 Right-of-way expenditures
Office of Managementand Budget
(OMB)

35.State EmpbyeePension
Furd Investmerts
36Legal cantingeng Fund
paynments
37 Replenishmert for postag
mete with Appropriated
Specid Fund (ASF)
Department of Human Resairces
(DHR)

38.Self-insurancefund
paynerts
Department of Labor (DOL)

39 Blue Callar Dollar
40Reimbuseament d cariers
and slf-insurers from the
Industrial Accident Board
Second Injury and
Coningeny Furd
Department of State (DOS)

41l ibrary standirdsdpaymens
42 Bureau of Muissumsd
purchasesatauction
Department of Finance (DOF)

43 Monthly tourism convention
payments(Division of
Reverue (DOR))
44 PCard pagnentwith Non-
appropriatd Special Fund
(NSPH DOA
Depatment of Natural Resources
(DNREC)

45Underground $orage Tark
Amnesty Prgram
Department of Technology &

Information (DTI)

46 Teleplone bill paid a1 behalf
of Stae Organizdions wih
ASF
Departm ent of Servicesfor Children,

Youth and Family (DSCYF)

47 Foser Cae Boad and
Adoption Assigane
paynments

Delaware Degartment of Transportation
(DelDOT)

35 Right-of-way expemitures
Office of Management ad Budget (OMB)

36.StateEmployeePension Fund
Investnents

37 Legal coriingencyFundpaynents

38 Replenishmentfor postagemeter
with Appropiiated ecialFurd
(ASF)

Department of Human Resouces (DHR)

39.Self-insurancefund paynments
Department of Labor (DOL)

40Blue Collar Dollar
41 Reimbusenent ofcariiers andsdf-
insurersfrom the hdugrial
Accident BoardSeond Injury and
ContingencyFund
Department of State (DOYS)

42l ibrary stancardpayments
43 Bureau of Miseumdpurchaesat
audion
Department of Finance DOF)

44 Monthly tourism convention
payments(Division of Revente
(BOR))
45PCard payrantwith Non-
appropriatedSpecial Fund (NSP
DOA
Department of Natural Resurces

(DNREC)

46 Undeground Storag&ank Amnesty
Progam
47 All grantfundedclean eergyrebae
payments.
Department of Techndogy & Infor mation

(DTI)

48 Telephonebill paidon behalf of
StateOrganizations with ASF
Department of Servicesfor Children,

Youth and Family (DSCYF)

49 Foder Care Boardand Adoption
Assigane paymerd

Chaper71i
Purcasing
and
Disburenments
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3/172@1

TOC

7.5Requisitions, Puchase Oders, and
Charge Orders

7.5 Rurchase Oders, and Garge Orders

Chapter 7
Purchasng
and
Disbursemens

3/1/2021

TOC

7.5.1 Requiisions

Deleted

Chapter 71
Purchasing
ard
Disbursements

3/1/2021

TOC

7.6.2 Reglar Vouchers

7.6.2Vouchers

Chager 71
Puchasing
ard
Disbursenents

3/1/2021

TOC

7.73 Sngle Pyment Vendaos

7.73 Sirgle PaymenhSuppliers

Chapter 71
Purchasing
and
Disbursements

3/1/2021

TOC

7.13Tranders b AccountsExternal to
FSF

7.13 Trasfersto AccountsExternalto the
St asfinengialmanagement ath
aacourting g/stem

Chaper71i
Purchasing
and
Disbursemeis

3/1/2@1

TOC

7.16 Vendorinformation

Supplier Information

Chapter 71
Purchasing
ard
Disbursements

3/1/2021

TOC

7.17.2 Veror Interest Chargs

7.17.2Supgier Interest Charges

Chapter 7
Purchasing
and
Disbursenerts

3/12021

TOC

7.17.3Venda Discouns

7.17.3 Swpplier Diccowunts

Chapter 7
Purchasng

and
Disbursements

3/1/2@1

TOC

7.17.4 AdvancePaymerg to Vendor

7.17.4 Advance Paymasto Sipplier

Chapte 71
Purdhasng
and
Disburemerns

3/1/2021

TOC

7.19.1 Levies and Garishmants ayainst a
Verdor

7.19.1 Levies and Garnishments gainsta
Supplier

Chapter 7
Purchasing
and
Disbusenens

3/1/2021

7.1

The Sta¢ usesn encumbrace
accounting systemto provide information
ontheacud extent of theState $
obligations (eacumbance$ and to giad
agang over-conmitting availalle funds
All GenerdFund and Speal Fundsare
subject to this encumbance accountigy
sysem

All financial oblgations of each
Organiation are recaledby the
Secretary ofFinanceandthe Divisian of
Accourting (DOA) whenthey are
incurred (29 Del. C.86523). Agerc y 6 s
may not enter inb any greement or
contrad, or incurary expenseswhich
will resultin an dligation in exces d the
Agencyd budgetaly appropriations(29
Del. C. 86519(a)).

The Stateusesan encumtance accainting
systen for al Generl Fundand Special
Funds to prowde infaomation on the actual
extent oftheS t a tbbgatens o
(encumipances) and topreventover-
commiting availabé funds.

All financial oltigations d each
Orgarization arerecordedoy the
Depatment of Finance (DOF) and the
Division of Accounting (DOA whenthey
areincurred (29 Del. C. §523).
Organiationsmay not engrinto any
ageemant or cortract or incur any
expenses, which will reault in an dligation
in exces ofthe Organizaionsbudgetary
appopriatons (29 Del. C. §6519(a)).

Chapter 7
Purchasng
and
Disbusenens
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3/1/2021 7.2 Organizdionsmay only oblgate avdlable | Organizations may only obligate aailable Chapeer 7i
funds,ard corred amounts musbe funds, &d correct amonts mstbe chaged | Purchasng
chaged atthe time @ theissuace of a at the time of treissuance ofa Purtiase and
POor a DOrectClaim paynent. Order PO)or aDirect Claim paymert. Disbursements

3/1/2021 7.2 An ageicy mg notcreate an An Organizaion may rot crege axy Chager 71
indebtedness or inaur ary obligationfor indebtedressor incurany obligatio for Purchasing
personal servces, work, laor, popety, peronal ®rvices, work, labor, property, and
mateials, or supplies,except by prgperly | mateials, or supplies exceptby properly Distursenents
executed an@pprovedrequisitions or exeauted andapproved POunless
purcha® aders, unles eciically specifically exempedin the Budget and
exemptedn the Manual and bearg the Accouning Policy Manual (Manud) and
appoval or aprovds & presribedby the | bearngthe appoval orappovals as
Manual (29Del. C. 86512(a). Any prescribed by theManual(29 Del.C.
obligaions ircured inanyothermamer 86512(@)). Any obligations incured inany
will not be consiéred a obligationof the | other nanrer will notbe con&eredan
State. obligation of he Sate
A PO is requred for purchasegxceeding | A PO is requiedfor purchases exceduy
$5,000 (individualy or in aggregate). $10,000(individually or in aggregate) Pos,

Requsitions, Pos, ad DirectClaims are andDirect Claims are initiated at the
initiated d the Qgankation. After Organizatbn. After reeeiving all required
receiving al requred Orgarization Organizationapprovals, Organzaions nust
approvals, Or@nizations musdetemine | determineif the puchase is subjet to ary
if the purchasds aubject o any specal spedal approvés
All Requistions,PCs, and Direct Gaims | All POsand DirectClaimsgreder than
greaer than $5,00 require DOA review | $10,000 require DOA review ard agproval
and appoval for pracesingin the Sta e § for processing int h e  Sihaadide 6 s
financial maragement andagountng managerentand acourting sysem. For
system First StateFinancids (FSF). For | moreinformation on stadad andspecal
more nformation m s¢andad andspecial | appovd requiements for transadions,
approval requrements fo transa&tions, Organizationsshauld refer to Chapte6 1
Organizaitons should refer to Clapter6 1 Approwals.
Approvals.
3/1/2021 7.2 If no speial agorovals ae required to If no specialapprovals areequiredto Chapter 7i
Contd. procesghetransacin, ard the purchae | processthe ransction,and the purchae is | Purchasing
is for $5,000 or less,the Regisition, PO, | for $10,0000r less,the FO or DirectClaim | and
or Direct Claim is procesedin the FSF is pocessed ithe Staed snarfcial Disbusenents
systemith only Organizationapprovals | management ard accountingsysten with
required. only Organization approvals equred
If special approwals ae requiredto If spechl approvals arerequired to pocess
process th@urchaetransation, andthe | thepurchae tansadion, and tte purchase is
purchagis greater han $5000, the greate than $.0,000, the PO orDirect Gaim
Requisition, PO,or Direct Claim isto be is forwarded for speial appovalsbefore it
forwarded for the nealed additimal is submitted to DOA forreview andspecial
special approvals bforeit is submittedto | processing
DOA for review ard gecial processig.

3/1/2021 7.2.1 Organiaion puchases ower $,000 mae | Organiation purhiasesover $10,000 male | Chapter7 i
usng bothGeneradFund and édeaal or usng both G- and federd or loca school Purdasirg
locd schooldistrict funds must use PO | district fundsmustusea PO b sdisfy GF and
to sdisfy General BEndpurcha purchase requemerts. Disbusements
requiremets.

3/1/2021 7.2.2 Stae officials andemgoyees nay not State officials and enployees maynot sign Chaper 71
signor appoveany blankRequisitionsor | or agprove ay blankPOs. Purdasing
POs. and

Disbursenerts
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3/1/2@1 7.22 Thedisburement of fundsincludes but The dsbursenent of funds ncludes but na | Chapte 71
notlimited to, ATM withdrawals,money | limited b, astomatedeller machie (ATM) | Purchasing
ordes, git cads, and dibureemensfrom | withdrawak, moneyorders, gift cads,and and
petty cash or by Voucter. disbursementérom pety cas or by Disbursemets

Vouchea
3/1/2021 7.3 50All experditures noexcesding General Chapeer 7i
$5,000(individually or in Purchasing
aggeqats). A purchasemust not | 1 All expendiures ot exceeihg $10,000 and

be plit into multiple
transadons unde $5000 to
circumvent he State
Procuement Code.

51Salaries

52 Other Employment Costsl
Employers/Enp | oy haeb s

53 Employeegroup ten€fit plan
expendtures approved ly the
GeneralAssemby, inclusive of
non-payroll groups

54 Grantsin-Aid expenditures,asper
amual Grantsin-Aid legidation
(AnnualBill pased by General
Assenbly)

55Revenue refund

56 Welfare and Assistace gants

57 School digrict payments oubf
local funds 6ot includingthe
purchaseof capia asset3

58 Debt wice

59Bond s experses

60Jury Duty and witness fees

61lnvestigation Funds (DSHS)

62 Cout-appointed attorneg kgd
fees

63 Courtmardatediegal settlemen

64 BudgetCommission Gontingency
Fund eypendiures

(individudly or in aggegate) A purchase
must notbe $lit into multiple transactions
under$10,000 o circumven the State
Procuremen€ode.

2 Salaies

3.0therEmployment Cods’i
Employer's / E mp bk shgee e 6

4 Employeegroup benefiplan experditures
approvedby the Genedl Assembly,
inclusve of nonpayroll groups

5.Budget @mmisson Contingency Fud
Expendtures

6.Freight

7 LoanDishursements

8.Late mymentchages(29 Dd. C.
§6516(d))

9.Inter i andintrai Organiztion
reimbusement for swicesandsupples.
(Seler has the ight to requesa POfrom
the Bwer.)

10Transfesto anOrganization 6ascount,
extemaltotheSt a tnardid f i
maragement andccourting system

11 Paymentsto institutioninmatesand
patierts

Disbursenents
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3/12021

Budget and

Accounting #

7.3
Contd.

Policy Manua

65 Expenses thaare a obligationof
the Qrganization, wherein the
Organizationcanrot directly
control hietiming and amount
of the xpendtures

66 Reimbursemert to parens (Parert
visits child placel in outof-state
facility)

67 Student pivate placemen
expenss includingtuition and
transmrtation

68 Privae carrier school
transportation

69 Client pacement expenses

70 Examinations & Premim Tax
Evaluations

71Feckral funds expenditures

72 Payments to istitution inmates
and patients

73Funeralsavice paynerts

74 Freight

75Bookspurchased foresaé

76 Reimburserantof cariersand
sdf-insurersfrom the Indstrial
Acddent Board SeondInjury
and Contingecy Fund

77 Hospital andmedical costs
incuredunder the Migrant
Worker Program

78Late paymenthargeg29 Del.C.
§6516())

79 Patienttrustfunds

80.State Enployee Pensin Fund
Investnents (CMB)

81Blue Cdlar Dollar (DOL)

82HomeHealh Agency
experditures(DHSS)

83 Right-of-way expenditures

84 Library sandards' myments
(DOS)

85.Schod buscortractors payments
(Schools)

86 Monthly tourismcornvenion
paymneris (DOR)

87DNREC Uncerground Stoage
Tank Amnesty Progam

88 Bureauof Museums' prchasesat
audion

89LegalCortingencyFund
paymeits (OMB)

90 Foster CardBoardandAdoption
Assigance payments

91DTI i telephone bl for State
Organiations (ASF)

920MB's GSSand DTIi
redenishmen for postage mete
(ASF)

93DOA PCard paynent(NSF)

94 Inter- and inte-Organization
reimburserentfor sevices and
supplies (Sdler has berightto
requesta POfrom the Buyer)

95Loan Disbursenents

rrata 96 TransferddPanEBdariizab osn 6
accant, extern&to FSF

12 Delt senice

13Bond sa¢ expenss

14 Reimbursematsto paents (Parent vsits
child placed in andut-of-stae facility)

15Client placement expeses

16exaninatons am Premium Tax
Evaluatiors

17 Funeral sevice payments

18 Organiaton paymert for tax and fee
cadlections

Grants

19 Grantsin-Aid expendtures as peamud
Grantsin-Aid legislation (Annual Bill
pasedby Genaal Assembly

20 Fedeal funds expeditures

21 Reveruerefunds

22 Welfare and Adstarce gants

Legal

23Jury Dutyand winess fes

24 Investigation Fundg(Division of Sfety
& Homeland 8aurity (DSHS))

25Courtappinted d@tor n e y d fees e
other court madaed senices such as
retired judges, ofil conmitmert ard
interpreters

26 Courtmardatedlegal settement

Schools

27 Schooldistrict paymentsout of local
funds (not ircluding the purchaeof
captal assets)

28 Student piivate placemenexpenes
including tution and transportation

29 Privae carier scool, homekss, medicd
or athletic tranportaion

30Schoolbus contractas 6 @rasy m

Department of Health and Sacial Services
(DHSS)

31Books puchasd for resle
32 Patenttrust unds
33Home Heah Orgarization expenditues

Delaware Departmernt of Transportation
(DelDOT)

34 Right-of-way experditures

Chapter71i
Purchamg

and
Disbursements
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3/1/202 7 73
Contd.

Office of Managemert and Budget (OMB)

35.State Enployee Pensio Fund
Investments

36Legalconingency Fund payments

37 Replerishment for posage meer with
Appropriated Spedal Furd (ASF)

Department of Human ResourcegdDHR)

38Selfinsurancdund paynens
Department of Labor (DOL)

39Blue Collar Dollar

40 Rambursemat of carriers and self
insurers fromthe Industrial Accident
Board SecondInjury andContirgency
Fund

Department of State DOYS)

41l ibrary standard 6 ynperss
42Bureaso f  Mu speraghassdi aution

Depatment of Finance (DOF)

43 Monthly tourism conenion pgymens
(Division of Revenue(DOR))

44 PCad payment with Non-Appropriated
Speial Fund NSF) DOA

Department of Natural Resurces
(DNREC)

45 Undergroundstorage Tank Amresty
Program

Department of Technology & Information
(DTI)

46 Telephme bil paid on baalf of State
Organizaionswith ASF
Departmenbf Senices br Children Youth

andFamily (DSCYF)

47 Foster Care Boardind Adoption
Assitancepayments

Chager 71
Purchasig

and
Disburements
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3/1/2021 7 7.4 POsmaynot bepreseted simitaneaudy | POs may not ke presented simultaneausly | Chapter7 i
with payment vowchers i A f -theeFa ¢ t | with Voucheas. POs musbe appoved and | Purchasng
POswill not be aceped, uriess dispachedprior to thestat of sevices or and
accompnied by anAfter-the-Fact Waver | orde of goadsor an Afterthe-Fact Waiver | DiSPusements
tF)%eqll_Jeks_t F[m' |T'h|f l?rlm canbe aces®ed | g requied. "After-the-Fact"PCs will not be

y clicking thelink below. aacepted, unlessaccom@niedby an After
the-Fact Waier ReqestForm.Theformis
availableat
http://www budcet.delawae.gov/forménde
x.shtrm.

The After-the FactWaiver RequestFom
must be signed by Organizaton Head and
attated topurchag orderif valueof
purchase aderis between $10,00 and
$50,000. Abae $50,0® thewaiverform
nealsto befurtherappiovedby OMB and
DOF, then attacted to the prchaseorde.

3/1/2021 7 74.1 Ordinarily, the ®cretay of Financewill Ordinaily, theDOF will not approve Chapter7 i
not approve tansations wtere ether the | transadonswhere eiher the d@umentation | Puchasing
doaumentation orthe trarsadions or thetransactions reflecedtherin are not in | and
reflected therinarenotin acordance wth | accordarce wih the law theManud, or Disbusemets
the law, the acconting Manual,or DOA DOA menorarda. Undemextraardinary
memoranda. Under extraadinary circumstances, thBOF may waive
circumstaces,the Secretay of Finance complianceandapprovethe ransactios.
may waive mmplianceand approve the
trarsadions. To secure a aiver ofprocelures, a

Organizaion Head (cahietsecetary or
To secue a waiverof procedires,an equivalet) mug receive pror approwal from
Organization Head (cabinet sereftary or the Diredor of OMB, and theDOF. The
equvalent) must recave prior appoval waiverrequesshould indude:
from theOffice of Managiemant and
Budge (OMB) Director,and he Secretary
of Finance. Fie waier reques should
include:

3/1/2021 7 7.4.1 In theevent thewaiver reaqiestisapprove, | In theevent hewaiver request isapprovel, Chapter7 i
acopyof the requesandthe approval a opy oftherequest andtheapprovalis Purchasig
must beforwardedby theSecreary o forwarded bythe DCF to the Audtor of and
Finance to tle Auditor of Accountsand Accourts and he AttorneyGeneral. Disbursemerst
the Attorrey Genesl.

In theevert thewaiver reqestis not
In theevent the waier reqeestis na approved,it is reported in writingto the
approved the Secradry of Finance General Asemby, the Attorneg Gereral, the
through DOA, must reportin writing to Director of OMB,and tte Auditor of
the Generd Assembly, tie Attorney Accourts.
Gereral, the B Director, (29 Del. C.
8§8304(4)0, and theAuditor of Accounts.

3/1/2@1 7 7.4.2 In instanceswhere emegeng purchases In instance whereemergeny purchase Chapter7i
have been magl invoicesreceived fom have beermade,invoicesreceived from the | Purchaing
thevendor will be processe in the sare supplierwill be proessdin the same and
mamer as for rgularenaimbrancs. manneras br regular encumbranes. Disbursemerst
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3/1/21 7.4.2 For emergency purchsesOrganizatiins For emergency puchases, Orgarzatiors Chager 7i
will need b compktean Energency will needto complé¢e anEmergermy Puchasing
Puchase Jusficaion Form(KK004) and | PurchaselustificationForm (KK004) and and
retainit in its files. Thisform will include | retainit in its files. This brm will include a | Disbursenerts
a brig explamation of the emegercy, a brief explanaion of the emergency, a sha
short descripibn of thegoods andeavices | description ofthe goods anderviesto be
to be purchaed and space fothe Cabinet | purchased,andspace ér the Cabinet
Secetary/Organizéion Headto sign in Secréary/Organiation Heal tosign in
approval. The acuid financialtransa&tion | appoval. Theactwd financid transacton
must ke enteredby the Orgarization into must beertered bythe Organiationintothe
FSF & a directclaim voudher or as a St sfinanial maragemenand
purchase ader. In eiher cae, he accounting gstemasa DirectClaim
descrigionis to include tte word Voucheror asa PO. Ineitherca®, he
i Eme r @e ripoghaseshat must be | desciption is to ncludethe word
made immaliately, a drect daim payment| ii Ehegencyd Fparchagstha mug be
voucher musbe prpaed. In caeswhere | made immaliately, a direct claim wucher
thepurchasemustbe maleoveran mustbe preparedn caseswhere the
extendel peiod d time, a prchaseorder | purchasemustbe madeoveran extended
must be pepare@. The processig of the periad of time, aPO must be mparedThe
direa claim vouchers and pwhaseorders | processig of direct claimvouders and
go trough the nanal stgsrequired. purchaeorders gahroughthe rormal seps
required.
3/12021 7.5 Requistions, Purchas®©rders, ard Purchase Orérs,and Change @ders Chapter7i
Change Qders Purchasing
and
Disbusemets
3/1/2021 7.5 A PO isrequired forpurchase exeeding | A POisrequred for purchasssexceeding Chapter 7i
$5,000 (individually or inaggegde). $10,000(individualy or in aggregate).POs Puchasng
Requisitionsard PGs require revieward requie review andapprovalinth e  Sst a|  and
approval in theFSF system to createan finandal managenert andaccounting Disbursemets
erncumbrance. Alproposed purchaes systam to createan encumkance All
over $5,00 requie DOA review and proposed purchsesover $10,000 requie
approval in addition to anyOrgarization DOA review and appoval in addition to ay
levd approvds. For a conplete list of Organization level gpprovals. Fo a complete
approval rgquiremerts, Organizations list of approval requiremernts, Organizéions
should refer to Chapte6i Approvals. should efer b Chapter & Approvads.

3/1/2021 75 The Secretay of Finance The DOF, tirough DOA, reviews Chager 7i
through DOA, reviews transationsto deternine that: Purchasing
transadionsto deermine that: ard

Disbursements
3/1/2021 75 - The pocealures €t forth in theBudget - Theprocaluresset forth intheManuwal and | Chepter7i
ard Accounting Pticy Manualand the the Delaware cde havebeen folowed; Puchasng
Delawarecodehave beeffiollowed; and
Disbursenments
3/12021 75 Only approved POsand Change Orders Only gpproved POs ahChang Orders | Chater 71
maybe dspatded to vendrs may bedispatded to sippliers. Purchasing
Organiations & resporsible for Organizations are respnsble for and

dispaching aproved POs ad Change
Orders b verdors

dispatchirg gpproved POsand Change

Ordersto sugpliers.

Disbursenents
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3/12021 751 Requisitons Deleted Chaper7i
A requisitioncredesa preencumbrance Purchasng
in FSF; notaformaobligaion of funds. ar_rj
Aftera requisiion is approved FSFwill Disbursements
creae an appoved PO (aformal
encumbance), usually through avemight
bach pracessng. Oganiationsalo hawe
the option tomarudly source arappioved
requistion to a POjf the Organizaton
does rot wish to wait for the nghtly
process.

Organizatiors mayencumbe
for purchases using eherthe
requistion or the FO
functionalities of FSF.

3/1/21 75.1 Regular Purchaes Ordes All POs musbe issued tepecifc suppliers, | Chapter 717
All Gereraland Secil FundsPOsmust unles e>cepti0nsare granted b OMB. See Purchasing

Section7.5.31 OpenOrder PG, below for and

be ssuedo specificverdors,unles
excepions are ganed by OMB.See
Secton 75.37 OpenOrder POs,below
for more informaton.

All PGs nustinclude a vador
identification nunber (VIN). A list of
identfication numbes for appoved
vendorss maintainedoy DOA. For
instructons an howto makechanges to
vendor infomation, ssethe State of
Delavare Substitute FormW-9 &
http://w9.accounting.dlawaregov/W9for
m.aspx. To add a newendr to the
Stat® Bst of gpproved \endos, see he
GSSwebste at

http://gss omb.delaware gov/cantrading/i
ndex.shml.

more irformation.

All POsmust includea supplier
identificationnumbe. See 7.5 for detils
about supdierinformation.

Disburements
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3/1/2021 7.52 Occasbnally, Organzatiors may wish © | Occasbnally, Organzations mg wish to Chepter 71
encumbe funds for a purchase vithout encunberfundsfor a purchasavithout Purdhasig
designéing a pecific vendor. heenon- | designating aspecifc supplier. These ron- and
specific venda POsare @lled Open specific supgier PCs are consieredOpen Disbursements
Order PGs. OrderPos.

All requessto establislOpenOrder Pos | All requests toedablish OpenOrder FOs
require concurrat appovads from the requre concurrentapprowals from the
OMB Director, ard the Secretay of Directorof OMB and heDOF. Afterthe
Finance. Afte the Op@ Ordr PO ha Open OderPO hasbee approved,
beenappoved, purchase ae governedby | purchasesaregovernedy namal
normalpurchasng procedures. purchasingprocedues
Note: Spedal approwals ae mly required | Note: $edal approvals ee oy required
when Organizatiors esgblish an Opn when Organizadns esalish an OpenOrder
Order PO. Rgularprocessing isusedto PO. Reguérprocessings usel to spend
spend aganstthe encurbranceafteritis | against tre enambrance after it is
approved, ard to pracess dl payment approved, ad o processall Vouches.
Vouchers

School districts ae pernitted to estalikh
Schod districts are prmitted toegablish | OpenOrder purchaeorders for schol bus
Open Oder purchase aters for school contractos without priar approval(s) from
bus ontractors withoutprior approval(9 OMB. ThesePOs stil require DOAapproal
from OMB. These POstill require DOA | in the anourt is greate than $.0,000
appoval inthe anount isgreate than
$5,00.

3/1/2021 7.5.3 As previoudy noted,ageny $may rot As previoudy noted,Organizations maynot | Chapter 7i
enter inb any contract oragreenent, or | enter intoany cantract oragreeamens, a Purchasing
incur any expenss, whehwill resut in an | incurary expensesywhichwill resultin an and
obligationin excess ofanagencys obligation in exces d an Organizations Disbursenents
appropiation. appiopriaton.

An excepton to this policy is male toallow
An exceptionto this pdicy is made 6r schooldistricts b obligateschool supplies or
schod district to allow the schals to capital outlay items for the ftlowing school
obligate stool supplies ocayital outiay | yearwith the povisionthatthe
items for the following sctool year wih | obligatiors(s) shall mt be dueandpayable
the provision thattheobligationg(s)shal | until afterJuy 1 of thenex fiscal year (29
not bedueand payale unfl after Juy 1 Del. C. §6519()). Schooldistricts nay
of the nex fiscal year (29 Del. C. obligake funds o Next Fiscd Yea Pos
§6519(D). Schal districts mayobligate | beginnng onMarch 1.
funds on NexFiscalYearPos begining
on March 1.

3/1/2021 75.4 Organizdionsshould encurberfundsfor | Organizations shald ercunmber funds far Chapter 7i
year-end by specific vendor usinghebeg | yea-end by specific supplier using he best Purchasirg
estimates avaible. estimatesavailable. and

Disbursemerg
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3/1/2021 7.5.41 Outstandig Generalfundencumbranes | Outsanding G- encunbrancs that cary- Chapter7 i
thatcary-over inb the net fiscal year a@ | over intothe nexffiscal year ae reered to | Purchasing
referedto as Type 8 POs(excess asType 04 POs (excess anourts and
amountsncumbeedfor a vertlor). Type | encunbered for a spplier). Onceclassified | Disbursemats
04 POsare atomatically reverted onune | asaType 04 PO the POwill automatically
30, the lastday of the fiscal yea, into lapse,andthefunds wll revertat theend d
whichthey Type 04 PO wacarriedover. | the fiscalyear. Appropiationsdesignaed by
Appropriations designated by tk Generd | theGeneal Assenbly as continiing ae
Assambly as cotinuing areexceptiondo | exceptiors o thispolicy.
this policy.

To payanoutganding balane with a
To pay an oustanding bdancewith a supplier afteraPOhaslapsed,Organiations
venda after the encurbered funds hae musteither reuestfrom OMB a trarsfer of
beenreverted Omanizaions must &her funds fromthe Prior Year bligations Furl,
requesfrom OMB a transfe of funds or anew PO nustbeissuedfor thesupplier.
from the Pior Year OHigations Fundora | Thisnew FO will be ercumberedagairst the
new PO must be isgedfor thevendor. new fiscal yearappropriaion andshould
This newPO will be encunbered againg referenceheclosed PO.
the nev fiscd year appopriation.

3/1/202 7.54.2 | SpecidFund PCs (Type20, 40, and 50 SF POs(Type D, 40,and 50) wil routinely | Chapter @
will routinely becaried in FSF forup to be carriedn FSF for up to twoyears. At the | Purchaing
two yeas. Atthe end otheseconl fiscal end ofthe second fiscalyear, the systenwill | and
year, the systen will verify anyactivity review Transadbnal actvity for the Dishursements
during the peceding 12months: precedilg 12 months:

-If there hasheen actiity asseiatedwith | -If there has beendivity assaiated with the
the PO, such as &hang Order or PO,swch as a ChageOrde or payment, the
payment, the PQvill continue & is POwill continue as is
- If there has pntbeen any ativity
associatedvith thePO, heopenamaint | _ | there has nobeenany activity assodated
of thePO will bedecease to $0, and the | with thePO, he FO will be closed, andhe
funds will become unengsnbeed fundsreturred b theavaiable bulget.
avdlable furds
Type 30SF PCs will always ke closed afer
Type 30 Special Furd PCs will always be | two yeas, whetheror not thee is ary
decaeasedd $0 after twoyearswhether | activity. Fundswill retum to theASF Hold
or not there is any ativity. For mae and ASF Spend #xailable Budgets
information abat Specia Fund respecively. For moe information abait SF
reversons, contat DOA. encumbraces contact DQA or referto the
yearend accountig memo

3/1/2021 7.54.3 | Organizations may rquest atransfer from | Organizationsmay requesa transferfrom Chager 717
thePrior Year ObligatonsFund in the the Pror Year agpropriatian, in theevent a Purchasing
eventayear-end lialility exist for a yea-end liability exist for asupplie that and

Disbursemens

vendor that s notanicipated,and
therebre, a pecific PO wasot prepared,
Requess shaild be direcedto the GVIB
Director.

was notanticipaied, anl therefore, aspecifc
POwas not peparel, Requestshauld be
directed totheDirecta of OMB.
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3/1/2021 7 7.55 All adjustmets to enawmbrarces, vhere All adjustmats © ercumbranceswherethe | Chepter 7i
the aggregateotd is $5,0000r greater, aggregae tol is $10,000 or greatermust be| Purchasing
(approvedPCs) mus beinitiatedby initiated by Orgarizations ushg aChange and
Organizaions usig a Ctange Order Order tarsaction ad submitted © DOA. Disbursemrerts
transaction ard submittedto DOA. Change Ordersare to be use for all
Change Ordersreto be usedfor all adjustments (ioreasesor decreasesptboth
adustmerts (ncreases odecrases}o reguar and OpnOrderPOs.
both regular ard OpenOrderPCs.

The saneapprovals requied b approvethe
The same gpovds requiredto approve | original enambrane ae neessay to adjust
theoriginal encumbane arenecessary to | the FO. However, wten a nodified PO
adjust the POHowever, when amodfied | amount exeedsahigherdalar threstold
PO anount exeed ahigher dollar (e.g.,$10000), additional appovals are
threshob (eg., $5,000), addional required.
appovals are equired.

3/1/2021 7 7.5.5 Note: Orly dispatchel POs may beltered | Note: OnlydispattiedPOs nay ke altered Chaper 71
with a ClangeOrder. If an appoved PO with a ChangeOrder. F an gproved PO hs | Purchaing
has no beendispatchedthe Orgaizaion | not beendispatched the Orgarization should | ard
shoud modfy and process th€®Othrough | modfy and process the ® through the Disburemers
FSF workflow for a PO approval. St a finantel management ied

accourting systemworkflow for a PO
If a speific PO is canelled, the approval.
Organization will notify thevendor in
writing.

3/1/21 7 7.5.6 Requisitions arerecommendedo be POsarerecuired in tte Stdae &fisancial Chapter 7i
initiated in FSFfor purchaesof capital managemerdnd acourting systam for Purchasing
as®ts.Orgarizationsshould erter asset purchases otapital asset. Orgnzations and
caegay informaton into hesystemprior | shoud enter aset cateyory information into | Disbursemeng
to the purchase of theassetAfter the thesygemprior to the puchas of theasset.
capital assehas bee purchagd,FSF will | After thecapital asset Asbeen purchased,
forward hetransactiorinformetion to the Sated s f il masagenentaand
DOA for furtherprocesang. accounting syem will providethe

transction information to DOAfor further
Organizaion personel ae regponsble for | Procesing.
ertering product infomaton into FS-
upon reeipt of goods (e.g.,model Organiztion pasonnd areresponsible ér
number, idetifyi ng informaton, etc.). entering product inbrmaion into the Sta¢ 6
financial managemerdnd accainting
Organizaions shold contactDOAS s systen tpon r_ec_eipt_ ofgood_s(eg., modé
AssetManayement sff for assistancef number, idetifying informaion, etc.).
requred. Additionalinformaion about the
Sta e AssetManagemat requiremerts Organizaionsshould cotactDOA 6 s A S
can befound inChager 13i Asset Managemenstdf for assstance,if required.
Management. Additiond information dout the Stae 6 s
AssetManagemat requirementss locaed
in Chapte 137 Asset Managment

3/1/2020 7 7.5.7 Agercies and scbol districts maynotsue | Organizaionsand shool districts mg not Chapter 7
creditcards egistered n the name ofhe sue cred cardsregisterd in the nameof the | Purchasing
empbyee,agency sctool district, or Sate | employee, agng/, school dstrict, or State and
which couldcreate arbligation of the which ould createan obigation ofthe Sate, | Disbursenents
State except as spafically and duy except asspeificdly and duly authorizedoy
authorized B the Scretaryof Finance the DOF. Onlyoil company, élephae, or
Only oil compary, teleplone, @ contract | cortrad credt cards maybe authorizedfor
credt cards my be auhorized for such such purposesand theuseof suchcredit
purposesard the useof suchcredit cards | cards is subjectd al policiesand pocedires
is subjet toall policies and proedures edablished ly the DOF (29 Dd. C.
established ly the Secretary ofFinance 8650(C)).

(29 Del.C. 8§6505(c))
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3/1/2@1 7.6 The Scretay of Financeis reponsble The DOFis responsble for sakguading ard | Chapter 7
for safeguardingand sptemizing tle sysemizing the exprditure of State furds. Purchasng
expendtureof Statefunds Stae monies State monies ray orly be expendd to cary | and
may only beexpended tocarryout the out the indionsof State Orgarizations The | Disbusement
functions of Sate @ganiations. he Directorof OMB is responible for direding
OMB Director is respangble for directing | Organizaionsin the manneandmettod in
agencies inthe maner ard methda in which formsof indebtalnessare pesentd,
which forms ofindebtednesare including séaries of officers al enployees
presentd, induding salaiesof officers (29 Dd. C. 86514(a)).
and enployees (29 Del. C. §6514a)).

3/1/2021 7.6 Monies dawn from the Stat Treasuy to | Moniesdravn fromthe State Tresaury to Chepter7i
pay empbyee salariesand expense © pay empbyeesalaiesand expases,to Purdasng
defray theexpensef any agercy, on defray theexpense of ay agency on and
account of any ontract fa building or accountof anycontad for building or Disbursemerts
repairs to purchase proerty, for work ard | repairs, to purchaeproperty, for work and
labor perfomed, orfor mateials or labor peformed, @ for matrials or sypplies
supplies furrishedto any gencymust be | furnished 6 anyagency mustbe presented
preenied to,reviewed, aml goprove by an | to, revewed, anl approveby an approing
approvingofficial of theagency king official of theagency beingcharged(29 Del.
charged (29 Del. C §655(a))and by te | C. §6515(a)) ard by the DOF, as equired by
Secetay of Finane, asrequired bythis this Manu& The DOF maynot makeany
Manual. TheSecretary of fhancemay requirements thiawil | unnecessarily interfere
not makeary requirementsta will with the prompt payment & amounts due
unneessally interferewith theprompt and maynot caue the paynentof salaies ©
payment of amourts due and mayot state dficersto be delgedbeyord thedue
cawsethepayment ofsdaries b date daie (29 Del. C. §6517).
officers b bedelayed bgond thedue dae
(29Del. C. §6517).

3/1/2021 7.6 Forthe paymehof expenditures inwhich | For the pgment of expendituresm which Chapter7 i
bills or staemens ae rendeed, a bills or statment ae rendered,a Voucher is | Purctasing
Payment/ouche (PV) isusel in the FSF | usedin theSta t e r@arscialimanageent anl | and
systen. For the paynent d salaries, accountng system For the pgmentof Disbursenent
persions,or any otherexperdituresin salares, prsions, orany otherexpenditures
which bils or gatements are not in which hill s or staterantsarenot
renderable the Secretry of Finance shall | renderablethe DOF shdl present asigned
present asigned staement authorizingthe | staement auiorizing the paymentof the
payment of the amounts du€29 Del C. amounts du¢29 Del. C. §6515(d)).

§6515(d)).

The DCF may efuse toappove pamert for
The Seretaryof Finance mayefuse to aninvaice or bll only, if the invoice orbill:
approvepaymentfor an invoice or hill
only, if the invoice orhill:

3/1/2021 7.6 Specific information egarding the Speific information regading the requirel | Chager 71
requiredapprovals for procesing regular | approvak forprocesgg Vouches and Purchaing
and DOrect Claim Voucters is locatedn Direct daim Vouchersis locaedin Chapter <‘El)r_ldlClJ

Ishursemeng

Chapter 61 Approvals.

61 Approvabk
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3/1/2021 7 761 All vouchers, ssued by any @anizdion, | All Vouchers, issuedby anyOrganization, Chapter 7
arepaid by the Sate Traurer upon are padl by theStae Treasurer (OST)upon Puchasig
cetificaton bythe officersof the certification by the officers of the and
Orgarization. The gproval ofthe Organization Theapproval of the DOFis Disbusements
Secetary of Finances requiredfor requred for Vouchergotaling more than
vouches totding mor then $,000 $10000.Methads of paynert may indude
Methods of paymert my include clecks, | checls,drafts, (29 Del C. §2707) and
drédts, (29 Del. C. §2707 and dectronic electronic payrants.
payments.

Organizatonsmustprovide theswppli e r 6
Organizatons nust provide theve n d o 1| invoice umber andnvoice da¢ onall
invoice nunber and invoicedat onall vouchers procesedin the Sta efihacial
vouchers pcessedn the FSF systm, to | managemerdnd accourting systemio
ensure paymentsrbm the Stae are ersurepaymentsrom the Sate are prgpety
properly credited to theaccount. The credited tothe a&cont. TheSu pp | i er
vend r idweice numler is used as invoice nunbe is usedasa reference orthe
referene on he my advice (check sub). pay advice(ched stub).Suplie r aveicei
V e n d mvoiéesiumbes $houd be numbes soud bemeaningful al urique
meanngful and unique. FSFwill only TheSt at aniia mahajement and
process wouchers that haveunique accouning system willonly process
vendor, vendoinvoice rumber, and Vouches tha have a unige syplier,
invoice date combindion. suppier invoice umber,andinvoice cate

combination.

3/12021 7 761 Organizaions shouldchothold back Organiations shoulchot hobl back Chapte 71
payments atil the POcan be paidh total. | paymerts untl the PO ca bepaid in ptal. Purchasing
Organizatons $hould encouragepattial Organizations rouldencouage patial and
billing by vendbrs. billin g by suppliers Disbusements

3/1/2021 7 7.6.2 RegularVoudhersare aso rderred to as | Vouchers may b usd forDirect Chim Chager 71
PO Vauches and PaymenhVouchers paymerts, or aVoucher can refeence &O. | Purchasing
(PVs). Volchas maybeused for Direct and
Claim paymentspr a vouche can Organkzaions $ouldnote tre recépt of Disburserans
referencea PO. goods and seicescoveredby a PO, iher

through the Stat@ s arfcid managemet
Orgarizations should note theecept of and acounting sysemreaiving
goads and seliees covered by a PO, functiondity, or byno t i n gto PilaG/ko
eitherthrough FSF Reeiving the papeinvoice. If the supfie s idvoice
fundionality,orbyn o t i n tp PdioOrk] and hePOare na in agrementthe
the paer invoiee. The Orgaizationthen | difference mstbe chargedr aedted tothe
prepaesa vouche. If thevend r 6 s properacountont h e SPOpatae 6 s
invoice and he PO arenotin agreenert, Change Ordeor as aDired Claim, as
the dff erence mudbe chaged orcredited | appropriate.
to the prope account orthe 8 a ¢ RDPas
aCharge Qderor as aDirect Claim, as
apprariate.

3/12020 7 76.3 A Reveral Voucher isused o correct a A Reversal Vouche is usel to correct a Chaper 7i
voucher hat hes beenpodedandpaid. vouche that ha beenpodedand paidThe Puchasng
The RevesalVoucher referencesite ReversaVoucter reference the orginal and
original Voucher nurber aml canbe used | Vouchemumbe andcan be useda Disbursemets
to reestablishan encunbrarce reesteblish an encumbnace if the

encumbranceequires carection.
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3/1/2021 7 76.3 Organizatbns sulmit a reqiestfor a Organizatons submita requesfor a Chager 7i
Rewersal Vaicherto the FSF Sevice Reversl Voucherto the DOA Sevice Dek, | Puchasing
Desk, Ma emailor ptone. A Voudher Via email or hore. A Voucher Reverda and
Reveasd Request Brm (AP00S) is Request Form (AP00§ is comdeted and Disbursemats
completedandsubmitted to the F& submittedto the DOASenice Desk to
Senice Desk to steamline teprocess. streamline theproces.

FS- Savice Deskstaffwill reviewand, as| DOA Service Dek staff will review and, a
needd, confrm the aigind and new neecd, confirmtheoriginal axd new @ding
codingrequested bythe Oganization, requested by the Ogarization, prior to
prior toincluding aspat of a ®nice including as pat of a senice ticketand
ticketandforwarding to the FSFAP Tean | forwarding to the DOA AccountsPayable
for processing (AP) Team br processig.

The FSFAP Team vill processthe The DOA AP Teamwill processthe
RevesalVouc h e r dtodde ifittizln Reversal Voucterto i u n dhe intialt
voucher. Aftercancelig the intial Voucher After canceing theinitial
vouder,the FSFAP Team cantien Vouche, the DOAAP Teamcan then
process a hewoucher wth the correct process rew Voucher with thecorred
informaion. information.

The FSFAP Teamwill contact the TheDOA AP Tean will contad the
Organization to requesthattheyreview Orgarnization to requesthat they reiew ard
andapprovethe Reversalard Correcting | approvethe Revesaland Coreding
Vouches. These vouhers must be Vouches. These Vouchersmug be
approvel the sam dg so heywill netto | approwed the smeday sothey will net to
zero. zero.

3/1/21 7 7.6.4 Whenprocessng a jaurnal voucher to Foraddtional nformation see JobAid JV Chapter 7i
corred prior fundng, referenceéhe Process Puchasimg
original vauche, using the commats and
section when canbining voucters Disbursements

3/1/2021 7 7.65.1 | All state agencies whit supply goodsor All state Organizaions which stpply Chapte 71
senices  anyother staé Orgarization, goodsor senicesto any oherstate Purctasig
person corporaion, patnership, o Organizaion, peson,corporaton, and
bushessare reimbusedfor the full cost of partnershp, or busnessarereimhursed Disbursenents
the rendere@oodsor services for thefull cog of the I’emieredgoodsor

servies
3/1/2021 7 7.6.5.2 | 1. Audit acivates ofthe State Auditor 1. Audit activates of the Auditorof Accounts | Chapte 7'
2. Pasmnel actvities by OMB 2. Personnleacivities by OMB and DHR Purchasing
4. ThePrinting and Publishing services 4. PrintingandPublishing ®rvices ?)ri]sdbuseme]ts
provided by OMB 6 GSS provided by M B §Govenment Sugport
Servics (GSS)
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3/1/2021 7.653 Manual Intergpvemmentd Vouchers Manual Integovenmertal Vouders are Chapter 7i
(MIVs) areoriginated amline. The Seller originated mline. Tre Sdler Orgarization Purchaing
Organzation initiates helV transaction initiates thdV transaction anchdtifies the and
and rotifies theBuyer Organizton. After | Buyer Olgarization. After bah Disburement
both Organzatonsmark the IV complete | Organizations mak the IV competein the
in FSE, a nightlyprocess hilds the IV St a finandisd managemenand
Vouche. accownting system anightly proces bulds

the IV Voucher.
Automatedintergovanmental Vouders
(AlVs) are aubmatically poducel by Automated Inergoverrmentl Vouchers
differentOrgarizatons DTI prodwces a (AIV) are automatially produced by
monthly aitomaed |V billi ng for different Organizations.DTI producesa
telephme serices. Otter nonthly montly IV billing for telephone srvices
aubmated Y billings include Heet, OMB produces ther nonthly automatd
Postag, Printing, and FoodDistribution, AV billingsincluding Fleet, Postage
which are poducedby OMB. Printing, and eod Distributbn.
In thesanstances,both DTl ard OMB are | In these irstarces, oth DTl andOMB are
consideredhe Sller Organizations The consdered he Seller Ogarizations. The
Seller Oganiztion loadsdata files inb Selle Organizaion loadsdatafil es nto the
FSF,which gereraesthelVs. ThesdVs | St a t iradcel mnagement and
are autonatically approved dr the Sdler accounting system, viich geneates the 1Vs.
Organizdion. Only the Buyer Thes IVs are atomaically approved for the
Organizaion mustreview andmark the Seller Organization. Only the Buyer
IV as completén FS-. Organization mug review and mark hielV
ascompkte in heSta efihancial
Intra- andnter-Organization hillings mangemet and acwourting sysem
should benadeon amonthlybasis
utilizing oneform for eachOrgarizaton
from which goodsor senices are beig
received. An excepion will be made in
the monthof June whenbilling may beon
a weekly bais, tofacilitate a timely yea-
erd closeout

3/1/2021 76.6.1 Travel advanes & pohibited. Payment | Traveladvances ae prohibited. Paymentfor | Chapter7 i
for all travd-relaed,approvedexpenses | dl travelrelaed, appoved experss shald | Purchasing
shoud bemace usirg the Delawae Travel | be made usig the PCard. and
Card Disbursements

3/1/2021 76.6.2 | - Employees ofstateagencies wio - Employeesof stateOrganizationswho Chepter 7i
regqularly receivewagesin-kind in regukrly receivewagesin-kindin addition Purchasng
addtion to their sdaries; to their sakries; and
- Employees ofthe Delaware Economic - Empoyees of the Divisionof Smadl Disbursements
Development COffice; Business;

- Circumstaiceswhere appoval hasbeen | - Circumstanceswhere gproval has been
grantedby the Director d the Office of granted by the Director of OMB and the
Management anBudgetandthe Cortroller General.

Controller Geneal.

3/1/2021 7.66.2 Non-stateempbyees, exceptlients of Contractors except clentsof Stae- Chapter 7i
Stae-adminisered programs, are not administaed programsarenot provided or | Puchasiny
provided orreimburse for food unless reimbursed for food unless gprovd has and
appoval has been grtedby the Dire¢or | been grated by the Director d OMB and Disbursements
of the Ofice of Managemehard Budget | the Contoller General.
and the @ntroller Geneal.

3/1/2021 7.7 Voucher pocesfng in FSF dfers a Voucher procesagintheSt at endid Chagpter 7i
numberof optionsto increas the mana@ment andiacounting system offersa | Purchasng
efficieney , . é and

number of ofionsto increasehe efficieny,
é.

Dishursenents
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3/1/2021 7.7.1 Multiple paynentsto the smevendorare | Multiple payments b the samesupplier are Chapter 7i
automaticlly corsolidated by FSF, automatically con®lidatedby the Staté s Purchasing
whenever possible. Orgaizations nay financial maragenentandaccounting and
manualy overide system deéutlt sdtings | sydem wheneer possibé. Organizaions Dishursements
for a transadion to stop a singlgpayment | may manually overide systen default
from behg mnsolidate. settings fa atransaction tcstopa sngle

payment from beig conslidated.
Paynments will consolidate Statevide,
whenevemossble. Fa alimited number | Paymentswill consoidate Statewic,
of verdors school payments wil whenever pasile. For alimited numter of
consdidate by distrct. Eah payment suppiers, school pymentswill consolidate
advicewill list all the verdor invoices by district. Each paymet advce will list all
associdedwith thepayment. the syplierinvoicesasociated wih the
payment.

3/1/2021 7.7.2 PaymenHandling Codes ared to a Payment Handlhg Codesare set to adefault | Chapte 71
default value in FSF, as part oftheVendor | value inthe Sated s  tidl mamagemen Purchasng
set-up process, buOrgarnizatons can and @&cauntingsygsem, & pat of the and
adjust tre Paynent Handhg Codeduring | Supplier setup process, but @anizations Disbursements
the pocessing of the ndividual voucher can adjud the Payment Handling Cale
transactionsas neded Eachverdor can during the processingf the individual
only be sé up with oneof thefollowing Vouckher transacions, as reded Eeach
Payment Handling Codes: supplier canonly be set upvith oneof the
- CA (Call agency/schoofor pick up); following Paynent Harnlling Codes:

- RA (Retun to agengy/school bymail). - CA (Call Orgarization/school br pidk up);
- RA (Return o Organization/school by
mail).

3/1/2021 7.7.3 Single PaymenVendas aeverdors he | Single Payment Suppliersare suppliers the | Chapter 71
State pays onlyoncefor a nontaxable Stak pays onlyonce for a nortaxabk event. | Purchasig
event.Organiations ae nd pernitted to Organizationsare notpermitted to e and
use Single PaymenVendbrs for any Single PaymenSuppliersfor any taxale Disbursemts
taxable events Non-taxahle, sinde events.Non-taxable single paymentevents
payment evetsinclude, but are not include, but ae not limited to,revenue
limitedto, revenue rainds,penson refunds, pension refunds, ghool bus
refunds school bustraining, and grants training, andgrants forviolent crimes Any
for violent crimes. Ary Organizatiorwith | Organization with questons regrding which
gquegionsregading which vendas are suppliers are eligibe to beSingle Paymen
eligible to beSingle PaynentVendas or | Suppiers or requiringaddtional information
requiring addtional informationon the onthe complee list of ron-taxableevents,
complete list ofnontaxableevents, should contad DOA.
shauld cantactDOA.

3/1/2021 7.8 The StateTreasureris the adninistrator of | The OST is theadministratorof theSta t e d Chapter @
the Stae $debt serice. TheStake debt service. Tle OSTexeautes he Voucher | Puchasing
Treasuer executes the State P\or for paynentof th e Sstinddbtezlifess aa | and
payment of the Staté mdebtechess as a | resultof its borrowing prograne . Disbursenerts
result o its borrowingprogr a mé

3/12021 7.103 Fedeal funds passkthroughfrom one Federal fudspassed hrough fromone Sate | Chepter 71
StateOrganization 6 andher State Organizatiom to anoher State Ogarization Purchasig
Organization mat be @neusinga Budget | must bedoneusing a Bulget Transfer na and

Trarsfer or aBudget Joural transaction,
not with aPV oran IV. Only OMB may
execute ths transadion.

BudgetJourral transagion, not with a
Voucher @ an M. Only OMB may execue
thistransadion.

Disbursements
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3/1/2021 7.11.1 In the evet ary agency inproperly In the eventany Organization improgrly Chepter 71
collects feesor receipts thbemme collects fees orecaptstha becomeevenue | Purchasing
revenueo the GenerdFund,the State to the GF theStae Treasrer has the and
Treasurerhastheauhority (exceptas authority (exceptasotherwise provided Disbursements
otherwise provwded spedically by law)to | spedfically by law) to make aefund from
makearefund fomthe Gereral Fund, the GF, ater certifying with the mllecting
aftercetifying with the colecting agercy | Organization thatthe feeor receipt vas
that hefee orreceipt wasimproperly impropety collectedand deposited (29 Del.
colleded and deposited (29 Del. C. C. 82713) The Stde Treasurewill execute
§2713)The StateTreasurerwill execuea | a Dired Claim Voucter chaging the
Direct Clam Voucher chargig the expenditure to he Refinds and Grats
expendiure to he RefundsandGrants apprgriation.
appoptiation.

3/1/2021 7.11.2 | If the refunds forthe arrent Yea If the refunds for thecurrent Yeacorporate | Chepter77
comporde and persmaltac the refunl and persnd tac,the refund paymert is Purchasirg
paymentis proessed througlthe Division | processe throughthe DORautomated and
of Reveue §(BOR) automaed system. A | sysgem. AJounal Entry (JE)transactionis Disbursements
Journd Entry (JE)transadbn isexeaited | executed teenterthis datamto the Sates
to enterthis dat inb FS-. The JE finarcial maragemat and acouning
reflectingthe summary of refundsby sysem The JE refleting the sunmary of
appopriation andaccount code is refunds ly appopriationand accaint code is
prepaedby DOR and apmvedby the prepared by DOR ad appoved by theOST.

Stae Treasurer. ie sumrary refurd The sumnary refundinformationis coded to
informaton is codedo the State the OSTs Refundsand Geants appropiation
Treaswer 6 s Rand Gratsl ard sen to DOA for procesing.
appropriation and setto DOA for

proassing.

3/1/2021 712 Organizaions mayrequest abark accourn | Organizatbnsmay requesabankaacount to | Chepter 71
to beheld outsile of FSFfor purposes of | beheld outsdeof theStae 6 s fali n a 1 Purdasing
suppating itsown piogransandpolicies | management and acconting systen for and
underth e SstElNt e 6 purposesof supporting its ovn programs and| Disburements

policiesunderhe St Empayér s
Idertification Numbe (EIN).

3/1/21 7.12 - Delaware Department ¢ Transmrtation | - DelDOT real esate fund Chaper 71

(DelDOT) red estat fund Puchasig
ard
Disbursemets

3/1/2021 7121 Organizaibns mustfollow theguidelines | Organizations musfollow theguidelines Chapte 71
listedbelow to estalishor close a bnk listedbelow to estabshor doseabank Purdhasing
account ouside of FSF usingtheSt a t ¢ acountoutside otheState 6 s ncfali n a | and

EIN:

1. The Stake has develpel contracted
relationshipswith certain tarks andwill
only approve anew bank acourt with
suchfinancial insitutions. A list of
approved kanks andranch locatons ca
be found @ the OSTwebste.

2.0nce gpproved,OST will notify the
Organization a DOA by email so that
the bak acount infamation may be
addedto the Organizatiom 6 endavrecord
in FSF.

4. Upon recépt, OSTwill email theform
to theOrganizaion ard DOA to be
recordedto the Organkzaiond s nda e
record inFSE

maragemat andacmunting system using
the Staed EIN:

1. The Sate has deVeped cortracied
relaionships wih certain baks and will
only approvea nrew bankaccount withsuch
financial instiutions. A listof agproved
banks and tanchlocations & available on
the OS website

2. Onceappoved, GST will notify the
OrganizationandDOA by emal so thatthe
bankaacount infomation may beadded to
the Organizat o n 6 ser eargipthei
Stae $Hfinarcial managerantand
accountingsysem.

4. Uponreceipt,OST will email the fam to
the Organizationand DOA to berecoded to
the Qrganizatio n éugplierrecod inthe
St a t nar@a mahagenent and
aacounting system.

Disbursements
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3/1/2021 7 7.12.2.1 | 8.Proces paymentsover $250, buhot 8. Proesspayments ver $25Q but not Chapter 77
excealing $5,000, asdirect claim exceedng $5,000, as direct @dim Vouches | Puchasing
Voudhers in FSF. inthe Sat & finandal manaenert and and
9. Prohibit the use ofpety cash topay a | accouning system. Disbursemerst
venddr or an emplgeethatis esablished | 9. Pohibit the useof pety cash ¢ pay a
in FSF. Any such paymerghoutl be supplier or anemployee thais esablished in
processeésavouche in FSF. the Staé &isancialmanagementard
16. Review GenerbFund and accountiig system Any such paymen
Appropriated SpeciaFund ety cash should beprocessedsaa vaicherin the
acountsat he end bead fiscalyear b | State disarcial managment and
determinef they ae stll needed. accountng system
16. Review General Bnd andASF pety
cash acount at theend of each ifscalyear
to detemine ifthey are stil needed.
3/1/2021 7 7.13 Trarsfersto Accounts Ex¢émalto FSF Transfes o Accounts Extenalto the Statés | Chapte 717
Financial Managemet and Acounting Purchaing
System and
Disbursemats
3/12021 7 7.13 Trarsfersto anOrganizatd n acsount, Tranders to arOrganzai o n @osint,a ¢ | Chapter 7i
external to-SF, are rot requiredo externdto the 3 a tfieadckl maragement | Puchasirg
enawmberfunds. Havever, when and accountingsysten, are not equredto and
disbursirg payments from tte exernd enamber finds Howeve, when disbusing | Disbursenerts
accoun, Organizatios mustachere b the | paymentsfrom the exemal accaunt,
samepolicies agpayments dishrsedfrom | Organiationsmustadhere tdhesame
FSF. Aprovalswill be retaired by the policies aspaymerts disbursd from the
Organization awl proof of sud approvals | St asfinanial maagemenand
must be pioduced if rqueste by DOA acmunting system Approwals will be
for audit or other purposes retainedby the Orgaizationand poof of
sud goprovalsmust be poducd if
requested by D@ for audit or other
purposes
3/1/2021 7 7.14 Payment ofearnings to fate oficialsand | Payment okamnings toState officals and Chager 71
employees,both sahried and houly, is enployees, bth salaied ard houty, is Purchasing
accomplishé throughPHRST (Payrdl accomplishd throughthe Payoll Human and
Human Reouces SysterTecnology). ReourcesSysem Techndogy (PHRST). Disbursenerts
3/1/202 7 7.15 The Payroll Funding adjstment (PFA) The Payoll Funding ajustnment(PFA) Chager7i
Bolt-On appication provides a provides a mechaism for Organizaibns to Purchasing
mectanismfor the State bDelawae $ corred payrol expense dstr i but i o n| and
Organizdionsto correct pyrol expense Distursenents
diss ri butioné
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3/1/2021 7.15 Every payoll funding adjustmen Every PFAtransa&tion must betacealeto a | Chepter7i
transaction musbe raceble toatangible | tangibk tusness eventThe Saterequires Puchasng
busness gen. TheStae requires the the abilityto review an indvidud and
alility to look at anindividual enplo y e ¢ enploye e & sandgracy itfrom thesource | Disburements
payand trae it from thesource in FIRST | in PHRST tothe appropriatonsusedto fund
to the appropriatiors wsed to fund this thisindividual. PFAs mustbe mace atthe
individual. That is, DOAmustbeakhe to paycheck lgel ard areassociatd with a
look atthework the ndividualis assgned | single individual.
and makehe deérmination thatthe
funding isappropriate fa thework. The Expirel AppropriationsProcess (EAP)

Payrol fundingadjustmentsmust be mac: manage®xpired appopriationsin the

at_the p_ayclagklg\_/d andare associed Stated s fidl maaagement and

with asingle indivdual. accounting system. Wrenanapprariation
funding line is expired, the EAP processwill

TheExpired Appropriations Process modify the fundingline in theSta tse 6

(EAP) manages exped appropriations in | financial maragement and acsunting

FSF. Wha an apropriation referercedin | system tothe UnfundedPayroll

a payoll Chartfied stringis expirel, FSF | Appropriation.

does na allow the payroll related

transction © postto that apropriation.

3/12021 7.15 The Unfunded Payroll Appropriationis a | TheUnfunded Pagsoll Appropiation isa Chapte 7
new, zera-balance apropriation, new, zero-bdanceappropriation, esablished | Puchasing
establishd in FSFtoh o u sekersi & i | intheSa t e 6 s al mangement i and
Organizationsmust clear balanes ona aacourting sy/stem to reord the expirel Distursements
regular lasis. The PFAs usedo funding line payoll transactons.
redidribute charges from he Unfunded Organizaionsmug clear badnces ona
Payroll Appropriation to an ative regular basisThe PFA is used to reitribute
appropiation, theeby clearingthe charges fran the Unfunded Payrol
Unfunded Rayroll Appropriation. Payroll | Appropriation toan ative appropiation,
tramsactions wil continue to kick on theréby cleaing theUnfunded Rayrdl
future myroll charges uriltthe saurce is Appropriation. Payoll transactions wl
corrected. Tqpermanaetly correctan continue b the UrfundedPayoll
expredline of fundng, PHRS End Appropriaton until thesource recal in the
Users mustdcae andrecade the urce PHRST systenis corecte.
of the expired appopriation in the PHRST
system.

3/1/202L 7.16 Vendor Informatian Suppler Information Chapter 717

Purchasng
and
Disbursnments

3/12021 7.16 If avenda hasnot previously done If asuplier has no previously done Chapter7'i
busness with the Stateor changesto the busiresswith the Stateor chamges b the Purchasing
vendo 0 da ad reededhe venda is suppl esdabaareneededthe supplieris and

responible for properlyregidering or
updating the vedor reaord through the
Stae dastomaedVendor W9 proces,
whichis acessibé thioughthe DOA
websit, www.accounting delavare.gov

regponsiblefor properlyregistering or
updatingthe supplierecad throughthe

St astumrbatedeSupplier Brtal, which is
accesible throughthe DOAwebste at
https:/esupgier.erp.deawaregov.

Disbusenments
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3/1/2021 7 7.16 IRS standads dctatethat all vencbrs If asupplier has not pevioudy done Chager 7i
recaving paymem from the State must busines with the State or chargesto the Purchaing
havea valid vendorname and Taxpayer supp | sdlaadare meded, the sygier is and
Idenification Number (TIN) conbination. | responile for propealy registering or Disbursements
All vendors mustbe successflly TIN updatingthe sypplier record tirouch the
matched aganst IRS reords pria to the Stated autorrated eSuppliePortal, whichis
dishursement of payment. Vendrsthat accesdile throughthe DOA welsite &
havebeen succesully TIN matched may | https:/eswpplier.ep.delaware.ge.
be sebctedto proces requisitions,
purchaseorders, and_ vaches. Purchases Intemal Revente Senice (IRS) standards
may only be radeusing ve_ndo_s wio dictak thatall suppliersreceiing payment
haveconpleted \erdor registraion and fromthe Stae must have aalid supplier
hawe F’ee'ﬁT'N matdied ty DOA. name and'axpayer IdentificationNumbe
Orgenlzatlors §nog|d contqt DOA for (TIN) combindion. All suppliers nustbe
assstance oquestions ielating to \endor successfulf TIN matched agmst IRS
requrements. recodsprior to thedishursement of

paymei. Suyppliers hat hae been
Vendas nug beset p and activated in sucesdully TIN matched nay beseletedto
thevendr tablein order forthesysemto | procesPosandvoucters. Purchsesmay
issuepaymerts. State erployees must only be made ugg sippliers who hae
also beset wp in thevendortable. State conpleted supplier regstration and ave
enployeesmug completevencbr stup beenTIN matded by DOA. Ogarizations
by submitthgtheStak 6 s a d D6 m| shoud contactDOA for assgstarce or
Employee VendofForm, whichis questionsrelaing to supplier.
accestblethrough the S&ateEmployees
section of the DDA webste Suppliers mug be setup and activein the
hitp://www.aaounting.ddaware.gowtom | supplier table inorder for the systemd isste
municationsshtml payments. St enployees must al be se
up in thesuppier table.State employesae
Foreign Vendas, those aablished resmpnsibke for registeing as anew supplier
outside ofthe United States, ae or updating their suplier recod throudh the
regonsible forcompkting and sbmitting | Staté automated Supgier Portd, which is
a W-8 form for review ard appioval. aacessble through theDOA websit at
PurchaeOrders and/ouchescamot be | https://esupplier.erp.delavare.gpv
edablished witil thevendar 6 s8 fowh is
appoved by DOA. IRS standatsrequire ) . )
different types ofW-8 forms depeding Foreign S_lJpleers, hose eﬂbis_hed ouside
onthe entity type The instructbns br of the Lhited Stites,are resporible for
completion of the W8 andits completlng andsubmiting a W-8 form for
comesponiing formscanbe fourd onthe | "€Viéw and appova. Pos and Voubers |
IRS website PerIRSPublication515, canrot be egblished untithe sipg i M- g
certain Foreign Vendorsare subjecto a 8 for'm |s_appr0vedby DOA. IRS sandard
30% withholding. requre_drfferent ype_zsof W-8 forms
dependhg on the erity type The
instructiors for completion of thew-8 and
its corrspanding formscanbe faundon the
IRS welsite.PerIRS Pultication 515,
cettain Foreign Suppi ersaresubjectto a
30% withholding.

3/1/2021 7 7.16 All Foreign Vendor paynens must ke All Foreign Supplier paymentsmust be paid | Chapter 77
paid fromFSF. Foreigh Vendoramustnot | fromtheState 6 s ncfalimaregema and Purchasng
be paid thraughoutsideaccourts die to acounting System.Forégn Supgiersmust | and
IFS rerting requirenents.Organizatons | notbe pad through aitsde acounsdue to | Disbusemers
should cantact DOA for assistanoe or IFS reportng requiremets. Organizations
quedions rdating to Foragn Vencbr shouldcortact DOA for assistace or
requirement. quegions relaing to Foreign Suppler
Once a Breign Verdoris establigedin requirements.
thesystem and ide ative: OnceaForeign Syplier is estalishedin the

systan andmadeactive:
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3/1/2021 7 7.16 -Corntracts must battachel to dl -Contractsmust be atiched toall Pos vihen | Chepter 71
PurchaeOrders when using a Feeign using a Faeign Syplier. Purchasing
Venda. -Invoices mistbe attackdto all Vouchers in | @1
-Invoicesmust ke attached b dl Vouchers| thesystemwhen paying @Fordgn Stpplier. | DiSpusemens
in the ystem when pying a Forggn -PoOs anbe creatd and paynm canbe
Suppler. made to thesuppier.

-Purcha® Orde's @an be ceadedand -When applcable, Foreign Sppliers nust
paynent ca be made tdhe venar. include the folbwing repesntatbn a their
-When apficable, Faeign Vendoramust | Inv o i dNe saviciés wee peformed
include te following represenation on within the UntedStat e s 0 .

thar Invoicesfi No ceewere |

peformed wihinthe United Sit e s 0

3/1/202 7 7.17 The payment d& ofan invoice or il will | Thepayment dat ofaninvoice or bill will Chapter 71
bethedateappeaing on the endorcheck | bethedate appeang onthe sipplier chedk Purchasing
issuel by the Sate The Sate shal make issuel by the Staée. The State shalmake and
evay effort to isste paymert to \endors | every effat to issie paymentsto suppliers Disburemerts
within 30 daysof the: within 30 days ofthe:

-Preentationof a valid invoice onwhich | -Presetationof a validinvoice am which a
a State Qgarization is liable tomake Stae Organizdion is liableto make
payment; or payment; or
-Receipt of goods or sewices if received | -Reeipt of goads or servies, ifrecaved
after the invoice or bill. aftertheinvoice or bill.
The Orgaization mustdeermne what The Organizationrmustdetermine vhat
corstitut e s i \Re@danizatims constiutes i Red ©®e gan@aions ako
shoulddateand time ganp allincoming havethe gotion ofusingthe Receivig
invoicesor bills. Organizatbnsaso have | functionality of theStated snartial
the option of uisingthe Receiing manageentandaccounting systen.
functondity of FSFE

Vouches requiringDOA approval shouldbe
Payment Voubersrequring DOA submitted via theStaed Bnancial
approvalshaild beforwardedto DOA mana@mert and acounting ystem with at
(via FSF) withat least fiveworkingdays | leastfive working days remaing in the 3-
remaning inthe -day peiod to ensire day period to ersure timdy payment:
timely payment

-Tranactionswill be procesed n theorder
-Transations will be procesed in the receved
order reeived. -Thereis no guaratee é same day
-Thereis no guaanteeof saneday proessing.
processing.
-A fax or copy d a documat will not be
accepedfor procesing unes an
emergeny situaion exiss and with the
approvd of DOA.

3/1/2021 7 7.17.1 Organiations donot haveto make Organizations donothaveto méke payments | Chapter @
paymerts or accrudnteres chargen or accueinterest chrges onportions of an | Purcasing
portions ofan invaice or bill which is invoice or hbill which is contestedon and
conestal onreasmable groud by the reasonhle gourd by the Or@nization, Disbursenents
Organizationprovided the Organizéon provided theOrganization notifies tre
notifiesthe vemor, in writing and within a | supplier,in writing andwithin a 30day
30-day period,detaling the reasongor period, deailing the reasos for cantesting
contesting the irvoice or hill. the nvoiceor bill .
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3/1/2021 7 7.17.2 A venda may reqire thatinterest A suppier may requie thatinterest Chager 7
commercefrom the enaf the -day commace fromthe end 6the30-day period | Purchasing
period and conthue unil paymen. The and continueuntil payment.Theinterestrate | and
interes rate fidl not exceal annwalized shallnot exceedannualized ate of12 Disbursement
rateof 12 percent.Insteadf intereg, percent. Iisteadof interest, syppliers may
vendors maghageafi p@int y ,hds | chargea diglt y , &h ismbt pernitted.
not pamitted. All interest tiarges sHabe | All interestcharges stall be mid by the
paid by the Or@nizaion receiving the Organization receivirg thegoads orservices
goads or sevicesfrom the vendo. fromthesugplier.

3/1/2021 7 7.17.2 The Secretar of Finance will reportto the | The DOF will reportto the Cantraller Chepter 7i
Controler General on Jauary 15 and dly | Generl on Jauary 15 and dly 15 of each Purchasng
15of each war: yea: and
- Thenane of anyOrganizationwhich - Thenameof any Qiganizationwhich has, | Disbusemets
has, withinthefirst six months,paid within thefirst six months paid interest to a
interestto a vendor supplier,

- Thenumberor interes paymentsmade | - The numbeor interest paymentsmack by
by eachorgarnization; and each Orgaization; and

- The otalamount of interest paid by eah | - Thetotal amounbf interest pad by each
Organization. Organization

3/1/2021 7 7.17.3 Every effort mug bemack to take all Every effort must be radeto take al Chapter7i
discowunts allowed by vendes. Ths pdicy | discountsallowed by suppliersThis policy Purchasig
requies vendasdinvoicesto be processed| requiressuppliersdinvoices b beprocessed | am
as expditiously & possible. Al asexpedtiously aspossible. All Distursenents
Orgarizationsshoud sed to obtain Organiations stould seekto dbtain dsurt
discaunt temswhenneggotiating termswhen ngoatiating puchases th a
purchasesvith avenda. supplier.

3/1k020 7 7.174 Paymentgo verdorsare to benadeonly Paymens to suppkrsareto be made only | Chapter7i
after goodsor sewvices are @ceived. The aftergoods or servies ae received. The Puchasing
only exceptions tdhis policy arewhere: only exceptions ¢ this pdlicy arewhere: and
- Advance payrerts are sancard bsiness | - Advance paynerts arestandardbushess | Disbursement
pracices (e.g, mantenane mntracts prectices (eg., mainteance contrats,
subscriptiors, regidration fees, aline subgriptions, rejistration fees, airline
resenations). resevatons).

- An advancedpayment isn the Sated s | - An advarcedpaymentis in the $ a tbest
bestintereds. Requestforsud advane interestsRequess for such avance
payments mude inwriting to the OMB payments mst bein writing to the Directo
Director, aad receivetheconcurent of OMB and receivethe concurent approvad
approwal of theOMB Directorard the of the Director of OMB ard DOF.

Secretary of Firance

3/1/2021 7 7.18 The sandard mettod of generting a The sandad method égereraing acheck | Chepter 717
ched is throigh FSF. When all appovas | is through the Sta e ftnacial management | Purctasng
have been erredfor a vowcher, FSF will | and &counthg system Whenall appovals | and
processhenecesarycheck asscheduéd | have beenenteed foravoucherthe Stat® s Disbusemets
(geneally, the rext overnght batch job). financial maragenentandaccounting
Checks a@ethen serti to OST for sydemwill process th@eessay check, as
verificaton ard signaturg29 Del. C. scheduled(gererally, the next ovemight
6516(a)). batd job). Checks ar¢hensert to OST for

verificaon andsignatue (2 Del. C.
6516(a))
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3/1/2021 7.181 All checks are hwnin conseative All checksaredrawn inconsecutive Chapte 71
numeical order (29 Del. C.§65160)). numerical oder(29 Del. C. 86516(b)) The | Purchasimy
The Secredry of Finence will periodically | DOF will periodically verify that OSThas and
verify thatthe State Treasurer hasrdwn drawnno checks dher than those amuned | Disbursements
no checks dherthanthose accouted for for as described in Q9 Del. C. 86516.
as desribedin 29 Del. C. 86516

Chedks a drafts issied by the OSTwill not
Checks or daftsissued by the State be tonoredafterthe epiration of six months
Treasuerwill not be hoored after the from thedateof issuarce (29 Del.C.
expiraton of six months fran the daie of §2706(b)). The Sta¢ pro@ssesnanual
issuane. (29 Del. C. §206(b)) The Sate | warranttransadions, wsing voucher to be
processes mamliwaranttransactions, paidby wire transfers.
usingvoucherto be paid bywire transfes.

3/1/2021 7.182 Any checkthatis written in error, o a Any check that iswritten in error,or a check | Chapter 7i
check an Organizationhasdedded rotto | anOrganizaion ha deidednotto forward Purdhasig
forward to averdor, must berocessed to a suppler, mustbe procesedfor and
for cancelation through OST. cancelation throughOST. Disbursemats

3/1/221 7.19.1 | Astheneedarises, lteIntermal Revenue As the ned alises theIRS and/otheStat e | Chaper 7i
Senvice (IRS)and/a theSta e 6 s wilD ¢ DOR will ssnd DOAa ndice of alevy ora | Purdasing
send DOAa notceof a levyor a Sateof | State of Delaware Tax Garnisiment,in order | and
Delawvare Tax Garnshmentin order b to collect moneyowed ly ataxpaer. Disbursenerts
collect money owed ly ataxpaye.

3/1/2@1 7.191 When enteing avouclerto a vendotha | When enteringa vauche to asupplier hat Chapter7i
has a levy or garnshrent appied to their | hasa levy or garrshmentappled to thér Purchasig
Taxpayer ldentificaton Numbe (TIN), TIN, Organizationsmay not add anotkr and
Organizaions may noaddanother suffx | suffix or omitthe IRS or D& nameand Disbursements
or omit thelRS orDOR nameand address.A levy or garnishnert requires the
address.A levy or gamishmentrequites Staeto turn averall money obligated to the
the Statdo turnover al money obligated | vendar or taxpawr. If a suffix is addedand
to the vendoor taxpayer. If a suffix is themorey is sent dlectly to the individual,
added and the moneys sent directly tothe | the Organization will be responsie for
individud, the Qganizaion will be retrieving the money taatisy the lew or
regponsble for retrieving tle moneyto garnishment.
satidy thelevy or garnisiment.

Swplier checksshouldnot be retuned to an
Vendorchecls should noberetumedto Organization in orderto change théRS or
an Ora@nizaion in order to chagethe DORnane and addsstothesi pp | i e
IRS orDOR name ad addressto the address.Thebank will refuse tocash or
vendo 6 gress The bankwill refuseto | deposit the check anavill notify OST of the
cashor deposit the chek ard will notify change.
OST of the bange.

Organizationsshaild cantad DOA
Organiationsshaild contactDOA regarding any gestiors concerningevies
regardingany glegdions conerring levies | and ganishmers.
and garrishmerts.

3/1/2021 7.19.2 The Stat of Delawae is exerpt from The Stateof Delaware isexempt ony from Chapte 7
paying federa excise tax. Accodingto paying certain €deralexcise taxes. Purchasimg
the IRS the buyer (Site ofDelaware)is Accordingto the IRS,the sdler (suppler) and

to provide to the sdler (the vaador)a
certificaie with this information. In
Januay, DOA distributes the Cerificate
of Tax-Exempt Status forlhe Stée of
Delawareto Organiaions viatheannual
Tax-Exempt Certificate Accounting
Memao. To deéemine f apurchase B tax
exenpt or nonexempt,Organizatiors
shouldreview IRS Pblicaion 510.

mustprovidethe buyer (Site ofDelaware)
with an gpragpriateform for the sgcific
exempt excsetax. Hther OMB or DOA are
regorsible for $gning theforms and
returning to the supplierTo deermire if a
purchaseis tax exempt @ non-exempt,
Organizaionsshouldreview IRS
PuHication 510.

Disbursemats
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3/1/2021 7.20 DOA produces IRS Informaton Retuns DOA produceslRS Information Returrs Chaper7i
annualy for paymentsmade throgh FSF. | anrualy for paymentsmacke throughtie Purchaing
Reporting includes Foms 1099-MISC, Stated Bnancial mangement and and
1099-G, and 1099-INT. DOA primarily accounting gstem.Repating includes Disbusemets
reports non-employeecompensatiofior Forms 1099-MISC, 1099-G, and 1099NT.
paymerts mack tovendas in the cairse DOA primarily reports noremploye
of the vandor® rade or bginess ora compenstion for paynentsmace to
Form 1099MISC. Rent,medical and suppliersin the course othesuppl e tradles
healh care payments, angbayments to or businessona Form 1099MISC. Rent,
attorneys ee al® reprted on @&orm medical anchedth carepayments, ad
109-MISC. Alsoreported are agdultural | paymentsto attorreys ae dso reportedon a
paymentn a Form 109-G andinterest | Form 1099MISC.Agricultural payments
income ona Form 1099INT. are eportedona Fom 109-G and interest
income on a Fam 1099-INT.
3/1/2021 7.20 Verdor 1099 repomble statusis Supplier 1099 reportabke staus is etsblished | Chepter7i
establified wren the vendor sbmits a when thesupplier registers tirough the Purdhasing
Delaware Sulstitute Form W9, whichcan | State 6 s aead tSopgier Portal at and
be fourd on the DOA vebsite, https//esuplier.emp.ddaware.govThe Disbursemerts
www.accounting delawae.gov. Thedollar | dollar threshold for Form1099MISC
threshdd for Form109-MISCreporting | repoting is $80. The dollar threshold ér
is $600. The ddlar threshdd for Form Fom 1099G isanyamoun andfor Fom
1099G isany amount and for Form 1099- | 1099INT is $10.
INT is $10.
The Satéd dnarfcal managenma and
FSF has a 109 External Trasactions accainting systen hasa 109 External
comporentin place b enablecapuring Transactonscomponaet in place to enble
109 repatable paymets madeoutside of | capturing 109 reportable pymentanade
FSF. However,the best pratceis to outsideof the Sate 6 sancfalimanagment
process all vada paymerts in FSF. and accountiig system.However, thebest
Instrudionsfor usingthis componentare | praciceis toproaessall supplier payments
available at intheSta e 6 s af mamgemet and
http:/www.accounting.delaware.gov/DO | acounting g/stem. Instructionsfor using
A_Memosshml. this component ae available at
http:/extranetfsf.state.deud DOA Memoss
html.
3/1/2021 7.2 Organizationsare respnsible for Organizaions are rgpondgble for Chapter 7
maintaining suppating documentation for | maintaning suppoting documentdion for Purchasig
Organizdion transactiors. Organizations | their transadions. Orgaizaionsare and
havethe gption ofattachng (scannig) encouragedo attach (scan) sppotting Disbursement
suppoting documens  the tansction in | documaents to therarsacion in the Sate $
FSF,or Organizations mayretain financialmanagenentand acounting
supprting hardopy dauments in system or Ogarizations may retain
comgiane with the DocurrentRetention | supporthg hardcopy d@umensin
schedulessetforth by the DelawardPublic | compliancewith the DocumentReenion
Archives schedules setdrth by the Ddaware Pubt
Archives
3/1/2021 6.5 <$5000Standird Approval Only <$10000 Stardad ApprovalOnly Chapter 6 -
<$5000 SpeciaApproval(s) Rejuired <$10000 Joecid Approval(s) Required Approvals
> $5000 Standad Approvalsonly > 10000 Stardard Approvalsonly
>$5000 Spedal Approval(s) Reyuired >$10000 Special Approval(s) Requied
3/1/2021 6.5 Trans&tion Approvals Transacton Approvals Chapter6 -
Only if thetotd POvalueis geaterthan Only if the totd POvalueis greatethan Approvas
$5,000. $10,000.
3/1/2@1 6.5 Transaction Approvals Transcion Approvds Chepter6 -
For Gransi Trarsfersover $5,000 or For Qartsi Transfersover $10,000 orover | Approvals

over 10%of a totl grant valuerequire
approvd form the Gantor

10% of a tdal grant value requireapprosal
form the Gartor
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3/1/2021 6 6.6 Capital Improvements Captal Improvements Chepter6 -
For dl Pos, ChangeOrders, andDirect For al Pos, Change Ordes, and Direct Approvals
Claimscoded to Baxd Acmounts and Claims coded t@ond Accounts and Scool
Sdchod 7 Minor Capital. School-Minor T Minor Capital. SchooFMinor Captal
Capital trarsactonsrequie approvabf transations reqire approvalof DOE,
DOE, Caital Prgects Maragemat. Caital PrgectsManagenert with the

exception of Charter Schod.

3/12021 6 6.6.8 All purchases owe$5000 also regire the | All purchasesover$10,000also requirethe | Chapte 6 -
approval of DOA. approval of DQA. Approvds

11/18/2020 14 14.3 Cadsaresignedby all individuals Cardsindicate all individualsauthorized by Chapter 141
auhorizedby the Organization Heado the Organization Head to expad fundsfor Payroll
experd funds for the Department 135 the Depatmert IDs listedon thecard. The Conpliance
listed on the cad. The Or@nizationHead | Organization Had isrecuiredto sgnto
is requrred tosign with aLIV E signatue indicateauthorization of all Sgners to
to indicate autbrization of al signesto experd funds.
experd funds.

11/18/2020 14 145 Upon hiiing an alien, the Orgaization Upon hiring analien, the Orgarization must | Chaper 141
mug notify PCG of thehire. For detdled | notify PCGof the hire For detailed Payroll
information refer to Payoll Procedure information refer o Payroll Procedire PCG- | Compiance
POG-NRA-Tax Treatmentof IncomePaid | NRA-Tax Treatrrert of Incone Raid ©
to Aliens: Aliens:
https:/accownting.delavaregov/payroll_co | https//acounting.delawae gov/payroll_com
mp/PG5-NRA.pdf p/PGG-NRA. pdf

If an Orgarizaion is paying a Foreig

National asavendr, the Olganizadion must

notify PCG,PQG will provide the

OrgarizationForm W-8 BEN for

completbn. SeeSection 7.16 Suplier

Information.

1/8/2020 9 Intro All receiptsof moniesof the Sate are All receipts d monies ofthe Sate are Chapter 91

credied inb theGereralFund (29 Del. C. | credited intothe GenerdFund (GF) (29 Del. | Receipt of
§6102(a)), exceept amoted oherwise in C. 81@(a)), except as nad otherwise in Funds

this Manual. Funds rot deposted into the
Geneal Furd are placd in Specid Funds
andaccouns.

The StateTreasirerisresponsble for
loading aily depost information receivd
from the Stated sarkb intothe Sate $
financialmanagenent andacacourting
system First Stae Finarcias (FF).
Orgarizations ae then reporsible for
applying &posis ino the cored
Orgarization appopriation.

The Scretay of Finane is accountale
for all monies cdl ectad onbehaf of the
St ateé.

this Budgd ard Accounting Pdicy Manual
(Manual). Funds notdeposited intahe GF
are daced in Spegal Funds(SF) and
accouns.

The Office of the StateTreasurer (OST)is
respngble for loading daly deposit
informaion recaved from the Staé 6 anksb
into the Sated finarncial management and
accouning systemOrganizationsre tha
respnsble for gplying depositsinto the
corre¢ appropiation.

The Secketary of Finarce (DOF) is
accountblefor al monies colleted on
betalf ofthe 3 at.e é.
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1/8R020 9 9.1 The Sate Treasirer isresponsible fo The OST is respasiblefor enforcing all Chapter 9
enforcing dl policiesestallishedby the policies estabshedby the Boardwith Reeipt of
Board wih regect to hecreationof all resped to the creabn of al cheding Funds
checkngacountsby the Sate.(29 Del. accouns bythe Staé (29 Del. C.

C. 8716(d)(2)) The State Treasurer is §2716()(2)) The OST is dso responible

alsorespmsible forinvesting monies for investing mongs bebngirg to the $ate

belongng to the Stte inaccardance vith | in accordance withtheB 0 a r difies p g

t he B pdidegiedcept asnoted except asoted otherwis in ths Manual.

otherwise in this Manual (29 Del. C. (29 Del. C. §2716€)(1)) The Boardmay

§2716(€)(1)) The Board mayamendor amend or dhangethesepolicies fromtimeto

charge thee pdicies fom the time to timeand mg grant waivers for these

time and may grant waives forthes policies, should the Boardieternine the

policies shaild the Board dgeminethe policiesarenotin the Stae dbed interess.

policies aenotintheSt at eds b

Interess. Organizationsmust report tahe O
projecionsof receipts andexperditures, ®

Organiza&ionsmustrepot to the State the State Treasurer may govide the Baard

Treasuer projedionsof receiptsand with acurate cah flow foreads. (29 Del.

expendtures,sothe Sate Treasirermay C.82716(e)(2))

provide the Board with accurate cdsflow

forecasts (29 Del. C. §2716(e)(2))

1/8/2020 9 92 Organizaionsmust exetise dosecontrol | Organizationsmustexercse cbse contol in | Chaper 91
in handling ash reeipts. Exactaudit handing CashRecépts (CR). Exact audit Receiptof
requremernts for processig castreceipts | requirementsfor procesang CRsmayvary Funds
may vary anong Qrganizatons; howeer, | amongOrganizaions; howeer, the
the following bast procedures musbe following basicproceduresmust be
followed: followed:

1% bullet 1% bullet

Organizaions mustepaatethefunctions | Organizatonsmust ®parate the funtionsof
of cashier andiccounting among cashie and accouriing among personnd.
Organiation gersonné ond by llet

2" bullet Freqientandunannainced casftounts must
Frequentand uramounced cash aunts be conductal by Organizations pesonrel
must be onducted byOrgarizations otherthan thoseregonsible or thehardling
personnelother than thase espmgble for | ard accounting 6CRs.

the hadling andaccouting of cash 4t pullet

recepts. Ched erdoreementsshould satisfygenera
4" bullet endorsenent requirements as oulined
Chedk endorsenents should satigy periadically by theOST.

gereral endorsenent requiremsts, as

outlinedperiodicdly by theState

Treasurer

1/8/2020 9 9.21 The Sate Treaster may receive The OST may recave dividends olintered Chaper 971
dividends or interestfrom any stock, from ary stock, $aresloans,orinvestnents | Receipt of
shares, loans, binvegsments of mones of moniesbelonging to the State oto a Funds
bdonging tothe State or toa sclool. The | schal. The OSTis reonsble for
State Treasuer is resporsible for allocaing the recaved fundsto the preer
dlocatingthe recaved fundsto the prger | Organizations(29 Del. C. §209)

Organizations.(29 Del. C. §2709) Organizationsare resporsiblefor applying
Organkaions ae regonsibe for applying | thefundsto the orrectOrgarzation

the furds  the caerect Organiziaon apprariation.

appropriation.
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1/8/2020 922 TheDivision of Revene (DOR), The Dvisionof Revenue (DOR Chaper9i
Department of State, and the Bark Department of Stag, and the Bank Receépt of
Commissiorhaveindependentsystems to | Commission have indepadentsystems to Funds
marage thedeailed accounting associaed | manage the detked acounting asseiated
with the taxrevenwescolleded by the with colleded tax revenes. Tax periodard
Division. Taxpelfiod andtaxpayer taxpayerspedfic information iscaptured
specfic information is captuedfromthe | from thetaxremitance docurens (e.g., tax
tax remittance de@umaents (e.g.tax retum | returnforms,checks) and eteredinto the
forms, checks) and enterednto the appropriate system.A CR trarsacion is
appropride systemA Cash Reeipt (CR) | processed byrganizaions o propaly
transaction is proesed by DOR to creditthe (Rsinto the Stée 6 ssh ¢ a
propety creditthe ash reeipsinto the colledionsaccourt andSt a tfieadcil
Sta edad collections a&contandFSF. | maragemehandac®uning system

1/8/2020 9.3 Thecurrent list of Special Funds and The currentibt of SF and Accouns are Chepter91i
Accounts follows: included in Chepter 3 Section . Recipt of

Funds

1. Accounts estaiBhed ly Organizations
for the collection of receips for:

- Board;

- Tuition;

-Hosptal Treatments; ard
- Saleof Fam Products
(29 Del. C. 1@2(b))
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1/8/2@0 9 9.3 2. Revenue Réund Accounts(29 Del. C. Chapter 9
Cond. | 86533e) Receipt of
3. Fedeal Aid Fundsi All fedeal Funds

financial assstarce program money
received bythe Statewhethe directly or
indirectly, in theform of cash, checkpr
viaanelectranic funds trasfer mehod.
(29Del. C. 8711a))

4. Cgpital Improvement ProjectsFund i
All moniesreceivel fromthesak of
bondsandnotes isswedfor thecaptal
improvement prgram.(29 Del. C. §744)

5. First State Improvement Fund(29 Del.
C. 85080

6. Advanced Planing and Red Propeaty
Acquistion Fund (29 Del. C.86343

7. Accaunts establshedfor minor capital
improvemerts bylocal school districts(29
Del. C. §7528)

8. Accountsestdlished fa therertal,
repair, ard lease purchse of portable
classrooms by thé&tateBoard of
Eduation (29 Del. C. §6102(d))

9. Accaunts establshed for theBusiness
Enterprise Prgram 6 s ndimgeeceipts,
opeaated by the Division for the Visually
Impaired, withinthe Depatment of Health
and social ®rvices. (29 Del.C. §6102(l))
10. Accaunts esteblished for the
improvemert of statevide (departmenal
ard divisiond) indirectcost recoveries
from programsfinanced in whoke a in
patt with fedeal funds. (29 Del. C.
§612(k))

11 Accourts edablished fa the Delaware
Emagency Manageent Agency (29 Del.
C. 86102(i))

12.Division of Coporations Corpaate
Revolving Fund (29 Del. C. §2311(h))
13.Emegeng Housng Fund (29 Dd. C.
§7953

14. Statd_ottery Furd (29 Del.C. 84815
15. Delaware Higher Educatin Loan
Program Fund (29 Del. C.86102¢))

16. University of Delawae Funds (29 Del.
C. 86102(b))

17. DelawareStateUniversty Funds(29
Del. C. §6102(h))

18. Delaware Techita ard Canmunity
College Fuds(29 Del. C.861@2(b))

19. Delaware Child SupportEnforcemert
Accourt (29 Del. C.86102(9)
20.Delaware Stae HousingAuthority
Funds(29 Del. C. §6L.02(h))

21.Housihg DevebpmentFund(31 Del.
C. 84030

22. Locd School Dstrict Funds (29 Del.
C. 861@()))

23. Delavare Housing InsuranceFund (31
Del. C.84050
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1/8/2020 9 931 Fundsnot mantained under he cusody of | Funds nd maintained undethe cusibdy of Chapte 971
the Stae Treasure shouldbemanagedas | the OST shoulde mangedasregular Reeipt of
regulr sdool intemal funds and e schml internd funds and aresubjet to the Funds
subjectto the acconting procedures aacourting procedires desribedabove.
descibedabove.

1/8/2@0 9 93.2 Proceeds fnm thesaleof bondsnotes Proceedsrbm the sle of bonds notes and Chapte 971
ard revenue ndes including pemiums revenue ndes,including premiums ah Recept of
andaccruednterest, areleposiedby the | accriedinterest, are dgosied bythe OST Funds
State Treasuer into State Funds & into Stte funds as fdlows:
follows: 1stbullet
1stbullet All procealsfrom the saleof bondsor rotes,

All proceals from thesde of bonds or other tharpremiums oraccrued irgrestare
notes, dherthanpremiums oraccrued depositednto a SFor funds ofthe State and
interest, areleposied nto a Speial Fund | are appiedfor thepurposes for Wwich the

or Fundsof the State, and a& appledfor bonds a nates wee issued.

thepurposes for \Wich the tonds a nates | ond pyjlet

were issued. All proceelsfrom thesak of rvente notes
2" pullet andall acaued interestfrom the sale of

All proceelsfrom thesak of revenie bonds orevenue ndes are depgitedinto the
notesandall acaued interestfromthesale | GF.

of bonds orrevenue ndes are degited 3d pullet

into the GeneriaFurd. Any premium from bonds or reenue rotes
3 bullet are depsited, at theliscreion of the

Any premium from bads orrevenue Directa of the Cfice of Managenent aml
notes are deposit, atthediscretion of the | Budget(OMB), the Gntrdler Gererd, and
Directar of the Officeof Management ad | the Secreary o Finane, into:

Budget (QMB), the Contoller Geneal, - SFsof the Stak; or

andthe Screary of Finance, into

A Special Fund of theState or

1/8/2@20 9 9.33 All federal grantfundsshoud be mae All federalgrantfundsshould bemade Chapter91
payable tahe Stée Treasuer. Fundswill | payable to the Sate Teasurer.Fundswill be | Receipt o
be gedited to the $ a tiiEedesalAid credited tothe 3 a g EdderhAid Funds
Accound  Sigl Burd (29 Del. C. Accoun® SF 9 Del. C.8§2711(a)), unless
§27116)), unless thefederal govermert | the federalgovenment regiresthefundsfor
requires the fund$or aspedfic grantto aspedfic grant b be ®gregated o a
be s@regatedinto aseparate accant. The | separat@ccount The OSTis resporsible for
State Tresurer is respnsiblefor edablishing anysuchsegregate accounts
establishing any such s@regated accourd | for grant fundsin compliance withall
for grant furdsin compliancewith all fedeal requirements. Orgnizationsshould
federal requiremens. Oganizations use he deivered functiorality of the State 6
should use tle deliveredfunctionalty of financial managerant ard aaccounting
FSF b bill grantorsfor draw downs system to bllgranorsfor draw-downs
as®dated with the Organiza t i o n 6 s| asseiatedwith the Orgarzatiord grantg).
grant(s).

1/8/2020 9 9.34 Organizationsperiodicaly receve refunds | Organizationsperiodically receive refunds Chaper91i
from employeesr from verdors. The from empbyeesor vendors. Therefunds Recépt of
refunds (General Fund and Secial Fund) | (GFandSF) are processd asfollows: Funds
are pocessed as fldws:

1/8/2020 9 9.35 A local schobboad may all ow sctool- A local stod board may allow schook Chapter 971
sponsored orgnizaions, nonprdit sponsored organiations nonproft Recept of
organizatbns, orary governmental organizatons,or anygovernmenta Funds
Agendes touseschool progerty a Organizations touseschod propertyor
equipmet uncer itsjurisdiction freeof equipmen under itgurisdiction free of
charge: or the bcalschod board may charge; or the local schod board mayadopt
adqot apdlicy to chargetiese Ayences or | apdlicy to charge these genciesor
organizaionsafeefor cossincurred in Orgarizations afeefor cogsincurred in
excessof normal gerations. exces of normal opeations.
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1/8/2020 9.36 If the desigated fee pe copy is nd an If the desjnatel fee pe copyis notan Chapter 91
adequae recovey for anOrganizaion, the | adequaterecvely for anOrganizaion, the Recépt of
Organizatio may subnit a request to the | Organizationmay simit a requesto the Funds
OMB Diredor to increasethefeeand/a Director of OMB to increase théee and/or
charge adminigrativef e e s é . chageadministratie f e.e s é

1/8/2020 9.3.7 State empbyeesand pivatecitizens who | Stae enployees and privatecitizens whoare | Chapte 91
are burd guilty, by acout or through found guilty, by a ourt orthrougharother Recept of
anotersettlement processf theft, settementprocess of theft, embezlement Funds
embezzlemet, or fraud, in thehardling or | or fraud, in the handling or re®ipt of Stae
recept of State fundsor property, may be | fundsor propety, may berequired ¢ make
requred to m&e reditution to the State. resttution to he Stée. Proper hanting of
Dueto the wide aray of variable aiteria | thereditution mustbe addresed ona @ase
that can aply to eaxh cae,theproper by-case bais.
handling d the restitution mustbe
addesse on a casby-casebass. Organizatons nustinform the Directorof

OMB and theDOF ofthe detdsof any and
Organizaions mustriform the OMB all incidentsof theft, embeziemen, or frawd
Director and the ®cretay of Financeof with respecto State manies or proprty &
thedetils d ary and all incidens of theft, | som as the lhegel behavioris discovered € .
emtezzlenent,or fraudwith respet to
Stae maiiesor propety as soorasthe
alleged behaviois discove e d é .

1/8/2020 9.4 Accourts Recévablerepresens amounts | Accounts Recevable represens amounts Chapter9i
billed or billable topatients, dients, or billedor billable topatierts, clients, or Receipt of
taxpayers when the Staée piovides @ods | taxpayers when the Site provides goods ard | Funds
and servicesor when the Stateestdlishes | sewvices or wha the State estabishesa due
a due date fovariousfees or taxes.An date forvarous feesor taxes.An acounts
accountséeceiveble report is submitted to | receivablereport is subnittedto the
the Sereary of Financeeachyearasport | Depatmentof Finance(DOF) eachyearas
of theannual GAAP repating packa@g. portof the anrual GAAP reporting package.

1/8/2020 94.1 Organizationsshoutl coordinatewith the | Organizéionsshould cardinate with the Chaper91i
Depatmentof Finane (DOF) ard cansult | DOF andconsut with the Attorney Generd | Recipt of
with the Attorney Geneal to develop to develop colkecion procedures. Each Funds
colledion procedues.Each Ogarization | Orgarzation must povide anamual written
mug provide an anual writtenreport of report of its procedires or anyamendments
its procedres,or ary amendmets to its to its procedures,to the Seretary of Finance
procedures,to the Secretanof Finane by | as parbf the annualGAAP reporting
Jure 30. package.

Organizdions ae required b cooperae Organizatiors ae requiiredto cooperatewith
with the Attorney Ganeralin effecing the Atomey Geneal in effeting oollections
cadlections ad shoul usethe emalies andshould use remediesprovidedby the
providedby thelegd system, a legal system, as appopriate. If he accant
appropriate. If the @countremans remains wnoollectible, the Organization
uncolledible, the Organization should shouldrefer tothe accountto the Secreary
referto the account tothe Secretargpf of Financewith all pertinentinformation
Finance with all pertinentinformaion.

1/8/2020 9.4.2 Organizations mustdoaument the Organizationsmust document the Chaper9i
procedue usel to determne the amount | procedires used b determne tre anountof Recépt of
of doultful accauntsand include the doubtful accaints ard include the Funds

procedures as fart ofthe annal written
submission toDOF of the Organizatonés
collection pdicies andorocedures.The
procedues ugd todeterminedouktful
acoounts stould bereviewedperiodcally
to deermine whetherevisons ae
necessary dueto changing conditions

procedues agart of heamual GAAP
reporting padkage subnited b DOF. The
procedures uset determine doubtful
acounts shold bereviewed griodicdly to
determine whetherrevisionsarenecessay
dueto changng conditions.
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1/8/2020

9.44

Organizationsmug obtan written
approw from the Secrairy of Financeo
removeanaccourt froman
Organizaionds list ofactive accouns
recavable Thereclasfficaion of afull or
patial accountbdance toaninadive
status doenot forgive the dehtThe
acount balanceremains subjecto
collecion in the event the @anizaion
determinescircumganceshave changed at
a laerdate.

Orgarizations must providethe Secetay
of Finarce with the falowing
doaumentation to obtain aprovalto
reclassifyanacacourt badance toan
inactive statis:

Upon goprovalby the Secrety of
Finance Orgarizations $iouldremove the
full or patial accaint baancefrom the
Organizatio n &céve acouns receivable
file and plaethe accaunt into a
permanat inactive file. The

Organizaio n Acsounts Receivhle
padlicy shouldinclude perio@ review of
inactive accauntsrecevable to determne
if the accout(s) shouldbe reclassifed for
further collection efforts.

In the eventhere are wllections d anyor
all of the acount after it is wittenoff, the
cdlectionsare to Ie recorded aseneral
Fund revenueto acourt 4919, Baddebt
Recwery, in the yarthey arereceved. It
is notnecessay for the Organizdion
requestheformer receivable bee-
adivated.

The Oganization $permanen inactive
file must beupdated anchoted for sul
collections The Qrganization mustsubmit
the docunentaton fromthe cadlection ard
the agustedaccaintbalarce ofthe
pemanentinactive fle to DOA.

DOA retainsa reord d accounts
recaevable tha havebeenwritten off and
will attach he documentadin to he
appopriate recad.

Organkaions must ob&in witten appoval
from the Cabinet Seretary or Organizaton
Headto remove anaccounfrom an

Orga n i z alistiof @aivé accouts
receivade. The reclassfication ofa full or
partialaccount balace to & inadive satus
doesnot forgive the debtThe acount
balance remainssubject to wllecion in the
event the Oganization determines
circumstarces have chraged @ a later date.

Organizaionsmustmaintain the folbwing
documentatian to obtain aprovalto
redassify an acourt balace to an inactve
staus:

Upon approval by theCabinetSecretary or
Organkation Head, Organizaions shaild
removethe full orpartid acount balage
from the Organizatond active accaints
receivable fie and placehte accantinto a
permanert inactivefile. The Orgarzation $
accouwnts receivable pdicy shaild include
periodic review d inadive accounts
recavabe to determinéf the accaint(s)
shauld be reclassified for further cdlection
efforts.

In the event ther are ollecions ofany or

all of theaccount afterit is written off, the
collections areto berecodedas GFrevenue
to account49159, Baddebt Recovery, in the
year hey ae receivd. It is not necessay for
the Ora@niztion to requesthe former
recavablebere-acivated

The Gganiation $permanehinadive file
must be upétedand notel for such
collections.

Annually the Qrganizationmust notify the
Secreary of Finance of thestatus d the
inactive aaccounts hrough submisson of the
following informaion to DOA:

-Currert year appoved write-offs:

-Current yearcollectionsof prior write-offs
-Year-end b#anceof thepermarert inactive
file.

Chapter91i
Reipt of
Furds
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1/8/2@0 3 Delawared acourting frameworkis Ddawa e 6 s dcduntiagframeworkis | Chaper 37
structuredbasd on Generajl Acceped structured upon Genealy Accepted Delawaeds
Accouwnting Principles (GAAP) usng Accouwnting Piinciples (GAAP) uing Accounting
appropiationsand fundsto trackand appopriations and funds b tradk and Framework
manage aticipatedrevenuesand manage antipatedrevenesand
experditures. GAAP standaidsare usedto | expemnlitures. GAAP standardsareusedto
establi® measrement and clasfi cation edablish measurement and assification
criteria for meaningful financid reporting. | criteriafor meaningul finandal repoting.

Each year, Dewarepreparesthe Each year the Statepreparesthe
Comprehensve Annual FinancialReport | Conpretensive AnnuaFinancal Report
(CAFR) asits dficial record of financial (CAFR) asits official record of financia
adivities for the Sate basel on natioral activities, based m natonal GAAP

GAAP standards and gidelines. stendards and guddines.
Delawareusesthe budgetary/cashbasis of | The Stateuses the bdgetary/cash basis of
accounting to manag its day-to-day accouting to managéts day-to-day
operatios.Fdlowing is abrief operatons. Following is a bief explanaton
explaration of apprgriations and éinds, of appropiationsand funds, & usedto

as usel tosegregae and mana@ the segregte and managehe Stéed s  ainge
Sta e dpesating and capital mones and caital monies.

1/82020 3.1 1stbullet: - An Appropriation is abudgetary tool used | Chapter 3i
An Appropriation isa bucgetay tool used in gOVernme]tal aCCOUntng to contrd Delawared s
in governmentakccourting to contol sperding andtrackrevenuecolledions. The | Accounting

termmay also efer to an Bocation or set Framework

spending.The tem may also refer to an
allocdion or set asi@ of nonies for
specific purposes, or aspeific acount
usel tosegegate funds (e.g a perding
line).

39 bullet:

The annual Appropiation Bill is the
mears by which appopriaions are gien
legal effet. Upm goprovd by the
Legidature the Appropriaton Bill is
enated into law asthe annal operating
budgetfor the Sate. Any further or
speial appropriation aithorized dter final
action istaken on the Budget
AppropiiationBill is referredto as a
supplementary appropriation.

4 pullet

After theannualbudget & enaded irto
law, budgeary accourts are etablishedby
OMB inthe 8 a4 firaféice and
accountilg sysem, b record he specific
spending authorizations gantedby the
Legidature. The acountsarecredited
with the aigina and any supplenentay
approprations andare dharged hroughout
theyear wth any experditures and
encunbrances The smallest gencyunit
for which aformal appropriation is
auhorized ly theLegislatueis cdled a
Budget Unit.

asick of moniesfor specfic purposes, oa
spedfic accountused to seggate funds(e.g.
aspending line).

34 pullet:

- Theannud Appropiiation Bill is the means
by which agpropriations ae gvenlegal
effect. Upon approval by the Legslatue, the
Appropriation Bill is enactedinto law as the
annualopeaating hudget for theState Any
further or spedal appropiation authorizd
afterfinal adion is teken on the
AppropriationBill is referedto asa
supplementaryappropriation.

4 pullet:

- After the annal budgetis eradedinto law,
budgetay acounts are emblished by ™MB
in theSta efihancid managemeat and
accountilg sysem, to record the speific
spendirg authorizaions gratedby the
Legslature. The accaunts arecredited wih
theoriginal and ay supplementary
appoptiationsare ctargedthroughout he
year with ay expedituresand
encumlrances. The smallest ageng unit for
which aformal gprogriationis auhorized
by theLegislaureis called aBudget Unit.
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1/8/2020 31 5% pullet: 5% pullet: Chapter 31
Contd. | TheState tacks expenditres by - The State tacksexpendituresand revenues | Delavar € 0

appropriation using anumberof different | by appropriation usinga nunber d different | Accaunting
appropriation types Each appopriation appopiriation types Each appropiation type | Framework
typeis identfi ed inthe Sated snarfceand | is identfied in the S4 t eiffarial f
accouring systemby a uniquecode.The | man@ementandaccounting system bya
St at prdpsatioas pepresen pending | uniquecode.
authoity granted by theLegislature State
agercies ae ot pemitted tosperd
beyond the& anrud apprqriated
amounts.

1/8/2020 31 NOTE: Appropiiationsdo not necessdy | NOTE: Appropriations do nonecessarly Chepter3i
represat actualcashavaiable for represenactud cas availabé for Delawared s
experditure. Agencies ae notpermited to | experditure. Far more information, Accourting
encumbergains anticipatedreverues; Organizationsshould refer toSectin 3.2. Framework
encunirances may onlyby maleagains
availablecase For Gererd Fund GF), Deleted
appopridions ae avaiable for mmediate
erncumbranced-or Appropliated Speial
Fund (ASF appropriations, availabe cah
is the lesser of the apppriaion or
receivedrevenues. Fa moreinformation,
agercies stould refer b Setion 3.2
TheStak dso u®s ecumlranesasa
means obudgetary control.

Encumbranes ae reservabnsof
available appopriationsor cash; an
enawmbraneis recognizedvhen a
purchaseorder transadion isrecorded in
the Staé Hfinarceand accounting system.
(26 Del. C 86512 @))

1/8/2020 3.2 NOTE: TheseState ludgetaryfundsare NOTE: The® Sate budgetarnyfundsarenot | Chapter 3i
notto beconfused ith the gereric fund to be confused wh thegereric funds used Delawaed s
types ued fa governmetal accaunting for governmental accountirg andGAAP Accounting
and GAAP reporting. repating. Framework

General Fund (GF) i GeneraFund
moniesareusedto financeandaccount
for the ordirary operationsof
governmetia agencies.The G- is
appopriged by the Legislaure for any
legaly authorized puposeand t is used
to accourt for all reverues and
disbusements nat provided for in other
funds All GF moniesarecorsiderel State
monies ad maybe encurberedand
expendal upon eteblishmen of the
apprriationintheS t a tinenéesand f
accounting gstem.

TheGF includes all monies derivedfrom
taxes, feespermits, licensesfines,
forfeitures,or from any othersources or
receipts, unles spedically exempted or
provided by law. For more informéion
abou the composdtion of the GF, agencies
shouldreferto 29 De. C.§6102 (a).

Geneal Fund (GF)1 Moniesusedto finance
andacocount for the ordnaly operaions of
the State.The GF is appopriatedby the
Legidature for any legally authorized
purpose, and iis usel to accauntfor all
revenuesand disbursemets notprovidedfor
in othe funds. All GF mones ae consicered
Stae moniesand may be ecumbered and
expendedipon stablshment ofthe
appopriaton intheSta t éirtareial
manaemet and accountingystem.

TheGFincludes dl moniesderived from
taxes, fes permis, licensesfines,
forfeitures, orfrom anyothe saurces or
receipts, urtess specifically exemped or
provided by lav. For more information
about the compsition of the GF,
Organizationshouldrefer to 29 De. C.
86102 (a).
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1/8/2020 3 3.2 Spedal Fund (SF)1 Special Fundsrefer Special Fund (SF)1 All moniesothe than Chapte 31
Contd. to al monies other than Gereral Funds GFs. SFsareany funds that must bedevoted | Delavar s 6
SFis any fund thatmust be devotedo to ome spedl usein acordan@ with Accournting
some special ugin accordane with speific regulatiors andrestrictions. SFs are | Franework
speific reguations ard restictions. usudly crededthroughstatutory provisions
Specid Funds are usally createdthrough | to provide certan ectivities with spedic and
stautory provisions toprovide @rtan continuing revenues ard are used for general
acivities with gecific and corinuing operaion oftheserestictedand sgdfied
revenuesand are s for gereral governmentsewices.
operdion of these retsicted ard specifed
governmentervies. The Stag usesfour Speél Fund categoy
types:Appropriated Special Funds, Non-
The Stat of Delaware ugsfour Special appropri ated Special Funds, Fedeal
Fundcategory t/pes: Appropriated Funds, and Bond Funds:
Specid Funds, Nan-appropr iated
Special Funds, Fedeal Funds, and
Bond Funds:
1/8/2020 3 3.2 1. Appropriated Special Funds (ASF) T 1.Appropriated Special Funds (ASF)i A Chapte 371
Cond. A spedal fund type that the Legslature specal fund tha the Legisature haxhosen | Delawaré® s
haschosen to pla@ undr the smetype of | to place urderthe sanetype of budgeary Accounting
budgetay andfinancal cortrols as tle andfinandal controlsas he Stat® &F. Framework

Stated s enddal FundAnnud budget
requess must be stbmittedto the OMB,
and must beapproved bythe Legislatue.

ASFis corsideed Satemonies Annual
expendiuresagaing ASFmories mg not
exceedthe appropiiation limit autharized
by the Legislaure ASF ercumbrances
may ony bemade agaist adual cash
receipts and may notbe madeaganst
unfunded ASF apprpriation balances
2.Non-approprated Spedal Funds
(NSF)i A speciaffundtype tat Fesno
legislative sperding limits. Generdly, any
monies o hand maybe expendedjet
encumbrances maynly be made aganst
adual cash recgts.Dondions, dfts, local
school funds andvarious trus fundsare
examples ofNSF maies. NSHsnot
congdered Statemonies

3.Fedeal Fundsi Spending auttority for
fedeal grart funds is lased o grant
awards Agerctiesreciving federal funds
may encumier and expend up to the fll
amount of allotted federal funds,
regardless of vhetheror not hefunds
hawe bea receiwed.
3 paagaph
Stateappopriated matchingfundsare
Stak monies andre sibjed to State
sperding rulesand restrictions. Cashmust
be availablebefore encuméring any
Stae-appopriated matchirg funds.
4.Bond Fundsi BondFunds ae
autorized annudly by thelLegislature in
theBond Bill, alsoknown asthe Band
and Capial Improvenent Act.

Annual budgetrequestsmug be sibmitted to
the OMB, and must be pprovel by the
Legislature

Annud expendtures against A& monies
may not eceed the gpropriation limit
authorized by the Legislature. ASF nonies
may be ecumbered orexpertded aganstthe
avdlable sgendirg auhoiity, which is the
lesser of the authoried appopriation limit
or revenue call ected.

2.Non-appropri ated Secial Funds (NSF)
i A speial fundthat has ro legislaive
spending limits and is rot considered
appropiatedmonies.NSF moniesmay be
encumteredor expenced againstrevenue
collected.Dondions, gifts, local shool
funds ard varioustrust funds s exanples
of NSFmonies.

3.Federal Fundsi Spending autority for
federal grantfunds sbased a grarnt awads.
Organizatons receivng fedeml fundsmay
encumkber and expad up to the full amourt
of dlotted federal funds, regardless of
whether or not he furds have beemeceived.
3 paragaph

Stateappropriated matching funds are Site
mories and & sulject b Stde spendhg
rules and restrictions. S$endng atthority
mug be available befae encumbeing any
Stateappropriated matching funds.

4.Bond Funds’i Furds are athorized
annually by the Legislaure intheBondBill,
aso known as tle Bond aml Capital
Improveament Act.
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1/8/2020 3.2 The SHncludes, lut is notlimited b, the | The SF indudes,butis not limitedto, the Chaper 31
following funds and amunts following fundsandaccount: Delava r e @
1. Accouns establishedy agereies for 1. Accourts esablished byOrgarizationsfor | Accouning
thecoallection of recepts for items such the cdlection of recepts for: Framework
as: -Board;

(a) State Pak fees; -Tuition:

(b) Professonal Regulationfees;and -Hosyital Treatnerts; and

© Lottery receipts. -Saleof Farm Roducts

(29 Del. C. 86102 (b)) 2. Profession& Regulation fees(29 Del. C.
2. Revene Refund Acourts 29Del. C. | 8873 (0));

86533 (e)); 3. RevenueRefurd Accourts (29 Del. C.
3. Fedral Aid Funds, wihich consist of §6533(€));

accours establisheal to recod therecept 4. Federal Adl Furdsi All federalfinancid
and expaditure of grarts received from assistanceprogram money reeivedby the
the fedeal governnent(29 Del. C. 82711 Stak, whether diectly a indiredly, in the
& 6102(a)); form of cash, check, orvia anelectronic

4. Captal Improvement PriectsFund, fundstransfermethod(29 Del. C. §2711
which corsistsof all monies eceived @);

from thesale d bonds anchotes issued | 5. Capital Improvement Pojects Fundi Al
for thecagtal improvementprogram(29 monies re@ived from the sle o bonds ard
Del. C. §7417%; notesisaued for thecapitd improvemen
5. First State Improvenrent Fund (29 Del. | Program(29 Del. C.§7417);

C. §5080); 6. Advaned Ranning and Real Propety
6. AdvarcedPlaming and Real Prpetty | Acquisition Fund (29 Dd. C. §6343;
Acquisition Fund(29 Del. C. 86343; 9. Accouns establshedfor the Business
9. Accourts estallished for the Busines | EnterprseProgr a sn@nding reeipt,
Enterprise Progam‘ Operateuy the ope’ated by heDivision for the \ASLH"y
Division for the Visualy Impaired within | Impairedwithin the Departnent of Health
the Depatmentof Health and Scial and Soi@l Sevices(29 Dd. C. 8612 (i));
Services (29 Del. C. 86102(i)); 10. Accaints stablished for the

10. Accounts egablishedfor the improvement of staewide (department and
improvement OStaBNide, departmen diViSiOnd) indil’ect cos ra:overiS from
ard divisional indirect cost recoveies programs fnancel in wholeor in pat with
from programsiinanced in viole orin Fedeal funds (29 Del C. §6102(k));

pat with Fedeal funds(29 Del. C. 86102 | 11. Accounts etblistedfor the Ddaware
(K)); EmegencyMaragement Agery (29 Del. C.
11. Accounts establishedfor theDivision | §6102());

of Emergeny Planning Raliological 12. Division of corporaions corprate
Progran (29 Del. C. §6102(i)) Rewlving Furd (29 Del.C. §2311(b));

12. Division of caporations corporate 19. DelavareChild Support Eforcement
Rewolving Fund(29 Del. C. §2311); Funds (29 Del. C. §6102 (g))

19. DelawareChild Sugport Enforcement

andPatenity Program Fuds

(29 Del. C. 86102(q));

1/8/2020 3.3 In addtion to the budetary In additionto the budgetary considratins Chapter 371
consideationsof governnental of governmetal accownting, the Sateis also | Delawards
aacounting, the Stateis also requied to requred D report itsfinancial acivitiesona | Accountirg
report itsfinandal activities a a yarly yealy basis. This repeting is achievd Framework

basis. Thereportingis acieved through
the yearly submission ofthe CAFR. The
information in the CAFR is sgregaéed
acoording toGAAP Funds andcoversthe
complee arrayof the Sta e finandal
acivities.

through the yealy submisionof the CAFR.
The iformation in the CAFR is segegated
acording to Funds and avers al of the
St afinantal activities.
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1/8/2020 3.31 Thefinandal reportng ertity of the Staé | In accordance withthe Governmental Chaper 31
consiss of: Accounting Standards Board (GASB) Delava r e
1. The prim ary govenment. The Statements Na 14, 61 ad &), the financial Accouning
primarygovenment consstsof all funds, reporting entity of the Statecorsist of: Framework
departments, and agncieshatmake up 1. The primary govemment. Theprimary
thelegal ertity of the State. government cosistsof all funds,

2. Agendes fa which the primary depatmerts, aml Organizationsthat make up
government isfinancially accountable. | thelegd entity of the Stze.
Finarcial accountallity exists ifa 2. Organizations for which the prim ary
primary goverrment apmints a voing government isfinancially accauntable.
majoiity of the agenc y gogerningbody Financial acountability exists if aprimary
and either: govenmentappants a \oting majority of
a.ls able b impose its wil ontha the Orgarizationd governing bog/ and
agercy: or either:
b. Hasthe potertial for the ageng to a.ls able to impose its will on tat
provide pecific finarcia benefits to, or Organization: a
imposespecific financid burdensn, the | b. Hasthe ptertial for the Organizaion to
primary government. A primary provide specift financial benefitsto, or
goverrmentmay alsobe financially imposespecific finarcial burdes on,the
accauntable for governmatal ggences primary government. Aprimaly government
with asepamtely eleded govemingboard, | may also ke finandally accountale for
agoverring board apointed by anther governnertal Organizations with a
govemment, or ajointly appoiried board sepaately dectedgovening baard, a
that i fisally dependent on theprimary governingboad appointed by andter
govenment governmrent, or gointly appointed boad
An agency is fiscdly dependert if it is thatis fiscaly dependent on the primary
unableto determine itdudge without govanment.
anotter goverrment having the An Orgarization isfiscally dependent if it is
substantive athority to approe or modify | unéble to déermine itsbudge without
that budept, to levy taxes @ sd rates or another governmenthaving the substartive
changes wihout sibstantive approval by authoity to appiove or modiy thatbudcet,
andher goermmert, orto issueboncded to lew taxes o se ratesor changes withot
debtwithout substantie approval by subganive appoval by anothegovenment,
anothergoverment. or to issuebonded del without substative
3. Other agercies(including component | approvalby andher govermment.
units,joint venures, jointly governed 3. Other Organizations (including
agences ard otherstandalone component units, pint ventures, jointly
govemmerts)é . goverred Organizatiors, and othe stand-
alonegover nment s) é
1/8/2020 3.4 1. The Budgetary/CashBasisof 1. The Budgetay/Cash Basisof Accounting, | Chapter 3i
Accourting, in order todemonstate in orde to denonstraé compiancewiththe | De | a wa
compliane withthe Stae degally Sta e légally binding budget a the annwal Accounting
binding hudget or the annual Appropriation Bill. Financial ecordsare Framework
Appropridion Act. Finarcial recordsare | kept on &asisconsistert with the format of
kepton abasis constentwith the fomat the Bill .
of the Act
1/8/2020 3.4 The GAAP statemetsaspresentd in the The GAAP statenentsas, presentedn the Chaper31i
CAFR tobethe dficid record of the CAFR, aretheofficial record of the financial | Delavareés
financal activities of the Stae. Both of activities of the State. Both of thesebasss Accounting
these bases ee further desrbedin this are urtherdescibed inthis Chaper. Framevork
Chapter.
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1/8/2020 3 3.42 GAAP for governmentagercies are GAAP for goverrment Organiztiors are Chapter 3i
estblished and commuicated by the edabished ad commuricated by GASB. Delawar e §
Govermertal Accourting Sandards Thisboard set forth the statementshat ae Accounting
Board (GASB). This boad sets fath the to be followed by govemmertsin reporting Framevork
staemens that ae to be fdlowed by their financal activitieson a commorbasis
govenmentsin reporting ther finarcial acrossthe United States. To amnmply with
activitieson a o mmonbasis awss the GASBiIn its financid repating, the State
United States To comply with GASB in producesthe CAFR on he baisof GAAP.
its finandal reportingthe Sateproduces
the CAFR on thebasis of GAAP.

1/8/2020 3 342 For additionaldetail s regardirg the GAAP | Foradditional detds regarding thefunds, Chaper 31
fund types, agencieshouldreferto Table | Organiztions $oud referto Exhibit A at Delavar e
3.1at the endof this chapte . the end of this chapteé . Accounting

Framework
The following bags ofaccounting ae The fdlowing base of acourning ae wsal
usedfor thevarious GAAP fundtypes: for thevarious funds:
a. Governmental Fund Types and 1. Governmental Funds and Organization
Agency Funds Funds
The acourts of the gereral andspedal The a&caunts d the geneal and sedal
revenue debtsenvice, cajptal projectsand | revenue, dbt sevice, caital projeds ard
agency fundsarerepotedusingthe Organkaion funds ae reprtedusing he
modified acaual bads of account n g € ¢ modfied accral basis ofa ¢ ¢ o0 u nét. i
b. Proprietary Fund Types, Pensim 2. Propiietary Furds, Penson Trust Furds
Tru st Fundsand Component Urnits and CompnentUnits
The acounts of tle enteprise, persion Theaccouns of the enteprise,persion trust
trug, and OPEB trug fund, and andOthe Posenployment Beneits (OPEB)
compaient wits are reprted using te trug fund, andcompaent units arerepated
accrial bags of accountng. using theacaual basisof accouning.

1/8/2020 3 Table3.1 | Table 3.1 Exhibit A Chaper3i
Titles: Titles Delaware®s
GAAP Fund Type Fund Accounting

Framework

General Fund: 100-Gererd Fund (except
TTF)

1017 Transportdon Trust Fund
Operdions

Capital Projects Funds: 3027 Feceral
DelDOT Capital

Proprietary Funds: 6807 DTCC
Educatioral Faundation

Fiduciary Funds: Ageny Funds
8508991 Ageng Funds

Definition: Agency Funds areusedto
acoount for monies ard properties
collected by he Stae fordistributionto
other governmenal urits or desgnated
benefidaries. Themonies arig from
various taxesgepasits payroll
withholdings and dter saurces. Ageny
Funds are prely custadial, anddo not
involve the measurement 6 theresults d
opemtions

General Fund: 100-General Fund (excep
Trangportation TrustFund [TTF))

1017 TTF Opemtions

Capital Projeds Funds: 302 i Delaware
Departnent of Transprtation (DelDOT)
Federal Captal

Proprietary Funds: 68071 Delaware
Technical Commurity College(DTCC)
Educatioral Faundaion

Fiduciary Funds: Custodial Funds
8508991 Custodal Funds

Definition: Custodial Funds are usedo
accaunt for monies and properts colecied
by the Statefor distributionto other
govermmental urits or desiqnated
benefidaries Themonies aisefrom various
taxes, depadss, payroll withholdings and
othe sources.
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11/14/2019

6.6.1

Orgarizatiors shoud refer to DT | web
page for the mosturrent excepion list
andany additional informaton regading
thebusiness @ processt

https:/Extrané.dti.stae.de us/in

Organizatiors $oud referto DTl 6 sb w
pagefor the most curentexception list and
any adlitional informaton regarding the
businesscase pocess at

https:// dti.delawae.gov/ state-

formatior/dtie informatian bus
inessProcess.itml.

agancies-portal/dti -busiress
processes/.

Chapter6 -
Approvds

10/29/2a9

14

141

The Division of Accounting (DOA)
Payroll Compliance Gioup (PCG)
provides informaion ard guidane toSate
Organizations on proper adhinistration of
Payroll functions while conplying with
applicablelaws, wles,and regulaions.
Instuctions in his chapterare in
compliancewith State d Delaware and
Federal lawsand reglations. Stat Laws
tha apply to the alministraion of Payroll
are fondin Title 29 of the Delaware
Coce (Cock). Pedfic Code eferences on
avariety oftopicsmaybe found inPCG
Bulletins accedgble on he DOA webste.

The Division of Accourting (DOA) Payroll
ConmplianceGroup (PCG) provides
informaion and guidane to Site
Orgarizations onprope adminstration of
Payroll functionswhile conplying with
applicablelaws, rules andreguhtions.

Instructionsin this chepter are in ompiance

with Stateand Federal hvs andregulations.
StateLawsthatapply to the adrmistration
of Payroll arefoundin Title 2 of the
DelawareCode Specific Codereference m
avariety of topic maybe faund in PCG
Bulletins accessible on the DOA website.

Chepter 141
Payroll
Compliance

10/292019

14

142.1

34 paragaph:

Under no cicumsarces shald an
Orgarizationd s rqil expendtures be
appovedby the individual who process

payroll transictiors inthe PHRSTsystem
for that pay period.

Underno circurnrstarces shold an
Organiza i opayflsexperditures be
approved by the individual who proces

payroll transa&tions in thePayrdl, Human

Resairces, Satewide Technolgies

(PHRST) system fothatpay period.

Chepter 1417
Payroll
Conpliarce

10/292019

14

14.21

- Individuals perfoming payroll data
entry should nothave payroll approval
auhority. Organizations hat canrot
segegae dutiesor implementappropriate
contols mug stbmit writtennotice tothe
attenton of the Director of Acoounting
acknowledgng such cotrol deficienges.
The memomust be sigred ty the
Organization Hea or Division Director.

- Individuals peforming paroll dataenty
should nothave payrol approval authority.

Chapterl4i
Payroll
Compliance

10/29/2019

14

142.2

4™ paragraph:

Due to pocesses deperdt upm the
timely posting of the Rayroll Journal b
the General Ledger, the Drector of the

Divisionof Accourting, with the authority

of the Secretary of Financeapprores and

procesesthe Pagroll Journd for the Stag
of Delavarethroughthe First Stte

Financials (FSF) systemprior tothe pay
date oma biweekly basswith the

expecttion that Organizdions folow the

aforementioned laws aul policiesfor the

paynent ofsalaies.

Dueto proceses dependent upon the

timely posting of the Paroll Journato the
Gerera Ledge, the Director of DOA with
the authority of the Secetary of Fnance,
approves ard proces®s the Paroll Jounal
for the Stte through the Sta$ Q @anchl A
managenent and accounting system prior

to the pay date on a biveekly basis wh the
expectation that Organiatiors follow the
aforementioned laws and policies fa the

payment of sdaries.

Chapte 147
Payroll
Compliance

10/29/2019

14

14.3

Organizd@ionsmust subrit new Payroll
Signatre Cards annally by duly 15t
Organizations thafail to sutmit new

Signaure Cardsby the July ¥ deadine
risk anegdive finding in theamud

CAFRaidi t é

Orgarizaionsmust submit new Payoll
Sigrature Cardsainnudly by July £
Oraganiztionsthat fail to submitnew
Sigrature Cardsy the July % deadine risk
a ngyative finding n the annual
Conprehersive Annal FirancialRepat
(CAFRaudiii X

Chapter 14i
Payroll
Conplianee
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10/29/2a9 14 14.3 3 Paragrah: PayrollAuthorized Sgnature Gards ae Chaper 14i
Payroll AuthorizedSignature Cards are located on thS 5 $mlelRite Payroll
located on theDivisionof Accounting 6 s Compliance
website:
10/29/2019 14 14.31 Any Stat of Delawae Organization Any StateOrganizaipon paying enployees | Chagter 1471
payingemployees fom authoized from authorized funding souces (Geeral, Payroll
funding saurces(General, locd, federd local, federalfundsor cagtal improvement | Compliance
funds or epital improvement dét delt appropriatons)are requied by
appopriations)arerequiredby Delaware Delawnare de to nonitor expenditures
Code tomonitor expendturesaganst agairst hesefunding sourcego ensure
thes fundng ources toensue kalarces | balances doat gointo a negativecondtion.
donot go inb anegative condition.

10/29/2019 14 14.4.1 1stbullet -Participationin DirectDeposit isa Chapte 1471
-Paticipation in Direct Depasit is a mandatory codition of enploymert with Payroll
mandatoy cordition of employmentwith | theState Comgiance
the Staé o Delawae.

6™ bullet
61 bullet -PCG moritors a nager list of all direct
-The Rayroll ComplianceGroup (PCG deposit nonparticipantsandreviews it for
monitors amaste list of all drectdeposit any nev entries.The PCG corgtcts he
non-paticiparts andreviews it for any Organizationregading ary employee who
new entries. ThePCG catactsthe does nocomply with the law(refer to the
Organization regading any employe who PCG Paroll Policy: Manddory Direct
does notcomply with the law (refer to the Deposit Partidpation Enforcement &
PQG Payroll Policy: Mandatory Direct EscaationProcess PCGDDMPE:!
Depasit Participation Enfocement&
Escalation Poces PCG-DDMPE:

10/29/2019 14 145 The PCGreview thetax statig of alien The PCG eview the taxstatus ofalien Chapter 141
workers including teaches and professors | workers including ¢éachersand professas Payroll
empoyed by the fate ofDelaware Based employed by he Sate. Basedipon the Compliance

upon the vared facts and aicumstrnces | variedfactsand drcumstancesfor individual
for individual emplo/ees andhe employeesandthe applicable code,PCG
applicable code PCGwill ensure proper | yij| ensure propertax sé up for employees
tax etup for enployees ircompliance | i, cqmpliance with Internal Reenue Senice
with IRS regqulations. (IRS) rgulations.

10/292019 14 14.6 Fringe benefits include any canpenstion Fringe benefits ircludeany compensation Chaper 14i

otherthan cahwages.Thegeneaalrule is | other than cash vages. The gneral rule is Payroll
that the compensation is taxable that the compensation istaxable; however, | Compliance
however, the Interral Revenue Cale the Internal Reyenue Cod€IRG provides
provides exdusionsfor numerousforms exclusionsfor numerous forms of noncash
of noncash comensatio provided to compensatiorprovided to employeed X
employeeX ¢ ®
10/29/2010 14 146.2 -PC@ulletin 2015 001 ¢ Uniform & -PCGBuletin ¢ Uniform & Clothing Chaper 147
Clahing Alowance Fringe Baefits Allowance Frirge Berefits includes guicgance Payrdl
includes guidane on cetermining if he | on determiningif the Uriform/Clothing is a | Compliance
Uniform/Cbthing sataxable finge taxable fringe benefit @ a wakingcondition
ben€fit or a woking conditionfringe fringe kenefit.
benefit.
10/292019 14 14.6.3 Commuingisthe only authorized Commutirg is tre only authorizS Rperdonal | Chaper 147
& edonal dza S Stat@owned velicles, uset of Stateowned velicles, pusuant to Payroll
purstant to the Sate Pdicies, the Stde Polides, Procedures, and Comgiarce

Procedires,and Standardsissued bythe
Office of Fleet Mamagemern (GS).
Delawae Cale providesfor finesfor any
violations of this pdicy.

Stardards isued by the Offiee of Fleet
Management @vernment Support Sevices
(GS5) Ddaware Code providesfor fines for

any volations of this polcy.
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10/29/2a9 14 14.6.4 - To deermineif meal reimbursenentsare | - To detemineif meal reimbursemerg are | Chapter 141
excludablefrom gross income, emplgers excludabk from grossincome, empbyers Payroll
must onsider genel fringebenefit rdes | mustcorsidergeneal fringe bendit rules & | Comgiance
as wdl asregulaionsincludedin sevesl well as egulationsmcluded in several

sectionsof the InternbReverue Code. sections ofthe IRC.
10/29/2019 14 14.64 - For detdled informaion on Med - For detaied informaion onMeal Chapte 147
provisions andyuidance on ascociated provisiors andguidance on as®ciatedtaxes Payroll
taxes anl OECs,referto PGG Bulletin # andOECs,refer to PG Bulletin Med Compliance
2012_004Meal Provisions. Provisions.

10/292019 14 14.6.5 | -Internal Revenwe Code (RC) 8132(d - IRC §132(d)(Education & Working Chapter 14
(Educaion as Waking Condtions Frirge | CondiionsFringe Benéit) provides a Payrdl
Bendfit) provides arexclusionfrom gross | exclusionfrom gross ircome o Compliance
incame d reimbursenents of expenssfor | reimbusemens of expense for job-related

job-related caurses. courses.

10/2912019 14 146.5 - PCGBulletin 2013_001i Education - PGG Bulletini Educdion Chapter 14i

Assistance/Tition Reimbursenent AssistancéTuition Rambursemert indudes Payroll
includes giidan@ on determiningif the guidarce on detamining if the educatin Compliance
educatbn assstan@ isataxabk fringe assstanceis a axablefringe badit or a

benefit or a woking corndition fringe working cordition fringe benefit
berefit.

9/16/2019 6 6.9 Before any amiswithdrawn from tte Before anysum B withdrawn fromthe Fund | Chapter6i
Fund theagency, eaganized school the ageng, reorganied sclool district or Approvds
district or vocatonal-technical schod vocdional-technical school district must
district mus submt arequest © ered or submit a request to erect brenoatea Stae
renowate a State faclity or a requstto fadlity ora reqestto acquirereal goperty
acquie red propety to the VB to the Director of OMB. The Director of
Director. The QVIB Directa will report to | OMB will reportto the Budget Commision
the Budget Commision whethe the whethe the requesis mnsigent withthe
reqied is cangstent with the capital capital program povidedfor by (29 Del. C.
program povided forby (29 Del. C. 86342)ad t h e cEBnprénersivéd gan
86342)ard the Stake Hcanprehensie ard land wlse anddevelopment goks and
planand landuse ad development goals | policies (29 Del. C. §6344(a)).
and pdicies.(29 Del. C. §6344(a).

-If the r@uest isto efector rerovak a State
-If the requestis to eretor renovae a facility, the Director d OMB must
State &cility, the OMB Director must determinghattheproposed fadlity is
determine hat the propoedfacility is consstent with the capithprogram andhat
consigent with thecapitalprogramand the facility is likely to be auhorized within
that the facility is likely to ke auttorized threeyears (29Del. C. §6344(b).
within three years(29 Del.C. §6344(h).

If therequestis to acaqiire realproperty, the
If the reues is to aquire realproperty, Director of OMB must determie thatthe
the OMB Dire¢or must deermine tlatthe | proposeded propety aauisitions is
proposedreal property acqusitions s consigert with the capitalprogram, or \ith
consistentwith the captial pragram, or OMB6 kng-rangeplanning
with OM B 6lang-range plaming recomnerdaions for the Stage (29 Del C.
reconmendaibns forthe State (D Del. C. | §6344(9).
§6344(c)).

9/16/2019 6 6.6.6 No Vehicle ownedby the Stae may be No Velicle owned by tle Staé may be Chepter6 1
transfered from one agecy/schod transferredfrom one agewy/sctool dstrict Approvals
district to another withoutthe prior to andherwithout the prior agprova of the

approva of the OMB Drector (29 Del. C. Directorof OMB (29 Del. C.86906(€).
86906().

9/162019 6 6.5 OMB resewes the righto reviewand OMB resenesthe right o review and Chaper6 1

approve PurdhaseOrdess ard Vouchers a | approve Purbas Orders(PO) and Vachers| Approvals

an & neededasis. (29 Del. C. 86529)

on an as needkbass. (29 Del. C. §6529)
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9/16/2019

6.3.2

The sta¢ maintans tlree £parate
Signature Designe for Approving
Transationsforms: onefor Stae
enployees, onedr non-stae enployees
ard one for Head of Orgaizations.

NOTE: Theauthorizatbn of nonState
empoyeesto ajprove transadbns must
bejustified by the Orgarization Heador a
Cabinet Secgtary. The form isalso
appoved bythestate &finandal
managemet and acouning system
Manager andDirector of DOA

NOTE: The authadzation ofHead of
Organization  approve transactionsmust
be jusified by the Organizaion. The form

is also approvedby the state 6 sandfali
managemehand acourting system
Managerand Director of DOA

Thestae maintains three spara¢ 9gnature
Desdgnee for Approving Trasations forms:
one for State enployees, ondor contad o r
and ae for Organization Head.

NOTE: Theauthorization of contactorsto
approve transidions must b justified by the
Organkaion Heador a CabineSecetay.
The formis also aproved by tle Sat&) s
financial management aidl accounting
system Manayer am Director of DOA

NOTE: The authaization of the
OrganizationHead b approvetrarsadions
must bgustfied by theOrganizaion. The

form is alscapprowedby the Staté s
financid managemenard acourting
sydem Manager ad Director ofDOA

Chapter 61
Approvals

9/16/2019

6.1

- Only authorized Or

9/3/2019

10

10.1

Uniform Guidarce Definitionsi CFDA i
Additiond information on the Gitalog for
FederalDomestic Assisance datasse
may be éurd orline using te following
webdte: https//www.cfda.gov

Uniform Guidance Ddinitionsi CFDAT
Additional information onthe Caalog for
Feceral Domestic Assitance datdasemay
be found online wsing the folowing webste:
https//www.beta.sangov/.

Chaper 101
Grants
Managenent

9/3/2019

10

102.1.2

Oncea morth, DSCC mees  review
grart applications The Committee
consists ofthefollowing menbers (or
designees)Chaiperson and Vice
Chairpersa of the Jait Finance
Committee, Controller Gereral, OMB
Director, Directar of the Delaware
Devdopment Office, Secetary of
Finane, andfour menbers of the Gereral
Assembly.

Once a maith, DSCC meetso review grant
appliations The Committeeconsists bthe
following menbers(or desgnees):
Chaiperson and Vce Chaiperson ofthe
Joint FinanceCommittee, Contoller
Gererd, Director of OMB, Diredor of the
Division of SmallBusiness Secetary of
Finarce, andfour membersf the Gereral
Assenbly.

Chapte 107
Grans
Managmernt

9/3/2019

10

10.3.14

4. Waiver d Paymen of IndirectCosts

All funds received undemany Federal
program, which allowsindirect cog
recover, will be subject totheSt at e 6
Indirect CostRecovery Psgram.The only
excefption will be with the gpresse
written aypprova of theOMB Director,
Chief d Financal Managenent Senices
and the inwlved OrganizationsHead or
Secretay.

Waiver requests must be mdein writing
to the OMBDirector, presenting tb
following information for revew:

4. Waive of Paymert of Indirect Costs

All funds recered unde any Feceral
program, which alows indirectcostreover,
will besubject to heStat e ladirect Cost
Recovey Program The only excetion will
be with theexpresedwritten appoval of tre
Director d OMB, Chief of Financial
Managenent Services,and theinvolved
Organizatons Heal or Secretary.

Waiverrequests musbe maden writing to
the Diredor of OMB, preerting the
following information for review:

Chapterl0¥
Grants
Management

8/13/2019

12

123.1

B.The PCad should be ugd for meals
(food, keverage,tax, and tips) whle
traveling on dficial Sate busiress If the
PCad isusedto payfor meals forseveral
employees while tawveling, Qganizations
mustrequire an itenized receip
identifying eachmealwith each
employee toensure the $ate standards
are folowed.

B. Tke P@rd should beusedfor meals
(food, beverage, t, andtips)while
traveling orofficial Stak business.

Chapter 12-
Pcard
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7/23/19

11

TOC

TravelCard

PCard

Chapter 11
Travd
Pdicy

7/23/19

11

11.11

This policyrequires Agencie/travelersto
usethe GSA rates effective during the
peiiod oftravel
Each Agence <hranagement is
regponsiblefor control over and approval
of travel-related expenditues. Agencia ¢
internal controls must include policies
covering the designatian of approving
authorities for travel expendtures.

This poligy requires Orgalzatonstravelers
to use the GA rates fective duringthe
period of travel.

Each @ganil I (i A AanAgedents
responsibé for control overand approval o
travelrelated expenditures. Organizatioy” Q

internal controls nmust include policies
covering the desgnation of approving
authoritiesfor trave expenditues.

Chapte 117
Travd
Policy

7/123/19

11

11.1.2

Agercies shouldilwaysconsder
alternatives to tavel prior to approing
travd requests

Orgarizations should &waysconsider
alternativesto travel prior to approving
travel reueds.

Chapte 117
Travel
Policy

7/123/19

11

11.1.2

This policy appies to allState emplgess,
Agendes, boads, commissiams and
others exceptasexcluded kelow, who are
engaged in authaizedtravel and wio
expendState @indsfor travel purposes.
Although the fdlowing are extuded, it is
highly reemmenedthat this pdicy be
admted.

This policy appiesto dl State emplyess,
Organiations,boads, @mmissionsand
others,except as exludedbdow, who ae
engaged in auhorizedtravel andwho
expendState funds for travel pupases.
Although the flowing Organizationsare
excluded, it is hghly recommended thet this
policy be adopted.

Chapterl 17
Travel
Pdicy

7/123/19

11

1113

All ou-of-state travel that extends
beyond one day shall be approved bythe
designated Agency aproval authority. All

requess $all be madeon the Trael
Authorization Form (AP006). A copy of
the conference @ meeting programshal
be attachedto the form. The
authorization formshould be submited
to the Agency approval auhority prior to
the travding day incompliancewith
Agercyrequirements.

All aut-of-state travel that extendsbeyond
one dg shall be approved ty the
dedgnated Omganization goproval authaity.
All requestsshdl bemade onthe Travel
Authorization Form(AP®6). Acopy of the
conference ormeeting prgram $al be
attached to the fam. The autlorization
form shoud be submitted to the
Organizationapprovalauthority prior to the
traveling aday incompliance wih
Organtationrequirements.

Chepter 11171
Travel
Policy

7/23/19

11

1114

TravelCard

Pcard

Chapte 117
Travel
Policy

7/2319

11

11.14

1. The rethod of paymert for travel
expenss is theDelawareTravel Card.
Agerciesshoud referto Chepter 12 for
information on hePCard Program.The
Travel Cad must nd beused for grsonal
or unauthorizegurpcses The Travel
Card is tabe used foauthorizedexpenses
for State pesannel onlyand maynotbe
used tochage expersesfor family
member a others noton official Stae
busines. Employees may not gethe
Travel Cad to chageexpense for others
evenwith the intert to reimbuse the
Stae. The Travel Card may not be usd
for cash wihdrawal Non-Stae enployees
(e.g, Board membersgcommissionelrs,
etc) shouldfollow Statewide and Agency
specific plicies wren nmaking paymet

for a rembursableravel experditure.

1. The methd of paymenfor travel
expensaisthe PCard The PCard nust not
beused br pesond or unaithaized
purposs; it isto be usedor Stae
persanel authorized expenses only.
Employeesmay not use thePCard to
charge experes forothers (includng
family members) noon official State
business, everwith the ineent to eimburse
the Sate.Contradorsshould follow
Staewideand Or@nizationspecifc policies
whenmaking paymenfor a rembuisable
travd expenditure. The PCad maynotbe
used forcash withdawal. SeeChapter 1271
PCard, for additional guidance orthe PCad
program

Chapter117
Travel
Pdicy
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7/2319 11 1114 Employees mustobtainan itemized Employees shold obtan areceiptfor all Chepter 11171
recapt for all trarsactions The receipt transctions and ee requiedto oktain an Travd
mustbe legible, itemizel (refecting the itemized recept for all transactons over Policy
god or servie purchasedend mntan | $1000unles exemped underthe Travel Per
the vendor name, dée of purchag, and Diem exceptions. Thereceipt mgtbe
price of each tem.A receig desaiption, legibe, itemizedreflecing the goodr

which orly sta e s scéldfiéas s 0 servicepurchased)and cantain the vendor
fi Mrchandsed oronly includesa name, da¢ of purchaseand pice of each
ve n dsosbddor itemnumber, is not item. A receiptdeription, which only
accepthle. Recapt documendtion may | statt s  Gellanens 0 Merchatilis e ar
be paper orlectronic, In conformity with only includesaven d o stodk®r item
theUniform Eledronic Trarsaction Act nunber, is not acceptale. Receipt
(UETA) (6 Dd. C. Chepter 12A, which documentdon may bepaper or etctronic.
pemits cies of receipts eledronic The Uniform Eledronic Transaction Act
documentation inclidespicturesof (UETA) (6 Del.C. Chapte 12A), pernits
receiptstake with asmartphoner other | copies ofrecepts, dectroric documatation
electronicdevice. indudespictures of receiptstake with a
smartphone owther eledronic devie.
7/23/19 11 11.14 Underextenuding circumstaces, the Underexteruaing drcumgarces, the Chapter 111
emgoyee mg be unalte toobtan an employeemay be urable to dotain a Travd
itemizedreceipt. h this case,the itemized receipt over $10.00In this ase, Policy
enployee mst compete an Affi davit for the emplogemust conplete an Affdavit
Missing and Non-ltemized Receipts for Missing am Non-Itemized Receipts
(APQ05). The employee mst povidea (AP0Q0Y. The employee nug provide a
detailal explanathn as to whyanitemized | detaledexplanaton as towhy anitemzed
receipt isnat availble. The affdavit must | receiptis not availatte. The afidavit must
be aproved andsignedby theenp | o y | beapproved and signed bythe enploye e 9
immedate Supervior. The Cfice of immedate Superisor and Divsion
Managenentand Budget (OMB) and Director if $40.00 or lessand the Cabirt
Division of Accounting(DOA) appoval Secreary whenover$4000 but rot
is only requiredof r trans&tions exceedng $10Q00. The Office of
exceeding $20.00Agendesshall Managemenand Bidget (OMB) ard
determineif the Division Director or Division of Acounting (DOA) approval is
Section Headapproval is requred for all only requred fortransactions exceeding
affidavits or only thoe exceding $0.00. | $100.00, se¢he Affidavit for Missing and
Whenrequred, the affdavit mustbe Non-ltemized Reeipts Flowclart (Exhbit
submitted b OMB within 30 days othe A). Whenrequred, te afidavit mustbe
trarsection to ke considere for sulmittedto OMB within 30 daysof the
reimbusement This allows sufficient transadion to be consieredfor
timefor the enployeeto exhausall reimbursement. fl the Affid avit for Missing
rea®nable neasues for obtaning an and Non-ItemizedReceipts $ not submied
itemzed reeipt. Se the Afidavit for asrequred, rembursanent isexpected
Missng and Nonltemized Reeipts within 45 daysfrom the ransa&tion dae.
Flowchart(Exhibit A) for assisance n
determining when an affilavit needso be
completed andwhenit mustbe approved
by OMB ard DOA.
7/23/19 11 11.1.4 The Travd Remnadliation Form(APQ9) | TheTravel Reconciliation Form (APO®) is | Chager 117
is provided as @od for Agencies; provided & a toolfor Organizatiors; Travd
however, Organiations mg choogto use Policy

however, Agercies may chose to use

andher form of recondiation.

another fornmof reconciliation.
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7/23/19

11

11.14

NOTE: The Trael Card mst not be usd
for perona or unauthorized purposes.
The purchaseanmount rrust ke reimbursed
by the employee,within 30 days of he
transa&tion if apurchaseis for personal or
unauthorizedpurposes oif an itemized
receiptis na provided andhe Affidavit
for Missing andNon-ltemized Receipts is
not submittedas requied A copy ofthe
check, cepodt slip, andsuppoting detail
on what isbeingreimbursed should be
filed with themontHy statement ad the

travde r 6 s @kanrasaoivan aud.

NOTE: ThePCard mstnotbe wsel for
persond or unauthorized puposesin the
event a unauthorized trarmsacion ocarrs, he
empoyee nustsubmt reimkursement
within 30 days of therarsactio. A copy of
the dcheck, deposit slip,and sppating detail
should befiled with thetravele® papevork
in case 6an audit.

Chapterl1i
Travel
Policy

7/23/19

11

1114

3. Incertan situations atravder utilizing
the Sat s Tdavel cardmay rely on an
administrdive liaismn to transatand
marage travel arangementsTypically,
such relaionshipsare limited b Agency
Heads and dterofficialswho ae
assignedadministrative support. If a
traveler neels andher individual to make
travel arangemens ontheir beh#
utilizingt h e <Screéd tael,Ghe
ddegation ofresponsibity mug be
memorializedthroughtheproxy pracess
in JPMC 6 syménélet yystem via DQA.

3. In cetain stuations, aravelerutilizing
the Stated BCard may rely e an
admiristrative liaisonto transct and mange
travel arrangemert. Typicall, such
relationships ae limited to Organizadion
Heads ad otherofficials who are assgned
admiistrative syport. If atravele needs
anotherindividud to make travel
arrargements onthdr behalf uilizing the
St at edibard therdelegton of
regponsibility mug bemenorialized through
the proxy processn JPMagan Chag
(JPVIC) PaymentNé system via DOA.

Chaper 117
Travel
Policy

712319

11

111.4

NOTE: The cardholdris ultimatdy
respondble for thecard and mst revew
transactios and cardtatementsma
regular basis to ensure compiance with all
applicable rules andrequrements

Deleted

Chapte 1171
Travd
Policy

7/23/19

11

1115

State fundsshall not be expernded topay
for unusedeservations unless th Stag
Agency is saisfied thatfailure tocarcel
or usethe eservation wasunavoidable.
An explandion for the carcelation stould
be docurentedand maintainad a the
Agency.

State funds shdl not be expededto pay for
unused reevationsunless the tate
Organization issatisfied hat failureto
canel or use thereevationwas
unavoidalte. An explanatio for the
cancelldion should be d@umened and
maintaned at he Orgaization.

Chapter117
Travel
Policy

7/23/19

11

1121

All trips requiring theuse d common
carria must haveprior approal by the
appropriate authority within the Agency.

Themode d travel mug be he nmethod
most adantagous b the Sate. Agencies
should corsider total cost, themaost
econanicd use of tmeof the personnel
involvedandthe requirenents of tle trip.

All tripsrequring the useof comman carrier
mug have pior appoval by the appropiate
authority within the Organizaton..

The modeof travel must bethe method mst
advantagyeols to the Sate Organizations
shoud corsidertotal cos, the most
economicalseof time of the personnel
involved and therequirenent of he tip.

Chepter 07
Travel
Policy

712319

11

11.21

Traveles shoull be advisedto make
travel regwvationsas farin advarceas
possble to attan thelowed fares,
including no-refundabldickets.

Travelers should maketravel resenations &
far inadvarce aspossibk toattain the bwest
fares,including nonrrefundalte tickets.

Chaperi11i
Travel
Policy

712319

11

11.21

Agenciesare encouragd toexamine the
advantage ofdres requirnig early trip
depature or delayel return.

Organizatimsare erouragged b examire the
advantage bfaresrequiring early trip
departire or ddayedreturn.

Chapterl1i
Travd
Pdicy

712319

11

11.32

1. The usef privately-owned \ehicles for
outof-stae travd shall require prior
appova of the gpropride Agency

authority.

1. The u of privately owned vehicles fa
out-of-state tavel shdl require prior
approva of theappropriate Opgarizations
authority.

Chapte 117
Travel
Policy
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11

11.32

3. Vehiclesfrom Delaware FleetSeavices
shdl be uedfor in-stak travel; therefore,
reimbursenent for useof privately-owned
vehiclesfor in-state travel is dsauraged.
Agendes may How exceptons to this
policy, but in no cae shouldtte total
amauntreimbursed for in-state mileaggeto
an indvidual an asingle dayexcesdthe
Delaware Fleet Sevicesdaily discourted
rentd ratefor aconpad sedain Board and
Commissionmenbers are egluded from
this provison.

3. Vehicles fran Fleet Serices shalbeused
for in-stak travel; therefore, reimbusement
for use & privately-ownedvehicles for in-
state tavel is disouraged.Organiatons
may alow exceptions tathis policy, butin
no caeshould the total amant rémbursed
for in-state milage to an idividud ona
single day exceed he Fleet Serices daly
discowntedrentd rate br acompact seda.
Board andCommission memtlers are
excludedfromthis provision.

Chapter 117
Travel
Policy

7/23/19

11

11.3.3

1. To ersure the most ost effectve rates
areavailable, al appovedrental @r
arrangemets mustbemade n acordarce
with the Statewide Cortractfor
Nationwide VehicleRentalSewices
GSS136%-VEH_RENTAL.

3. The TavelCard shoul be used b pay
for rental @r. Use of theTravel Card
provides cdli sionandtheft coveragefrom
the card provider. Toacivatethe
coveraye, therentl transactio mustbe
completedwith theTravel Card andary
Collison DamagénNaiver (CDW)
coverage, wich is offered by the ar
rertal company, mst be deched.
Reimbusenentsfor additional or optiond
insurance overagewill notbe aproved.

1. To ersure the mostosteffecive raesare
available all approvedrental car
arrargements must be made in acardance
with the StagwideCortract.

3. The PCard sbuld be usedo payfor
rental car. Use of the PCard provides
collision andthetft coverage fom thecad
provider. To activate tte mverag, therental
transdion must be comieted with the
PCard andany Collision Damage Waer
(CDW) coveragewhich is ofered by thecar
rental company, mugt be dedined.
Reimbusementdgor addiional or optional
insurance covera@ will not be appreed

Chaper 117
Travel
Policy

7/23/19

11

1141

a. Debwae Agencieswil | use therates
estdlished by the W.W. General Serices
Administration (GSA) for locations within
the United States ad by theU.W.
Depatment d State for foreign aress.

b. Within the Unted Staes, a stancard
rateis providal each yea ard covers dl
locations

c. (1)- Rates & sd each Fedral Fiscal
Yeari Octdberl to September30. (See
Exhibit B for an example d the inernet
sitetablesandhow to calcuéte the
maximum perdiem rae and herate for
the first and lastay of travel.

c. (1)7 TheGSA Max lodging by Mont
rate may fluctuae throughotithe year ér
certin cities/egions. The tiaveler must [
sure b use theratefor the monh in which

travelwill occur.

a. Ogarizations will usetherates
edablished by he GSA for locations within
the United States ath by he U.W.
Departnent of Stag for foreigh aeas

b. Within the United Sates, a stadard rae
is publshedeachyear anl coversall
locations.

¢. (1) Rates ae seteach federal Fiscd Year
i October lto Septemler 3. (See Exibit B
for an example bthe GSA website takes
and howto calculag the maximum per dem
rate and herate for he firstand lastday of
travel.
c.(1)7 The GSA M« lodging by Mont rate
may fluctuae throughouttheyear for certan
citieskregions. The tavder mustuse the rat
for themonth in whch travelwill occur.

Chepter11i
Travel
Policy
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7/2319 11 11.4.2 1. f. Agendes hae the auhority to 1. f. Organizaionshave the authorityto Chapter 111
approve lodgingexpersesupto 150 approvelodging expenssup to 150 percent Travel
percentof thelocdity lodging per diem of the locdity lodgingper diem ate. Pdicy
rate.To qualify for more tharl50 percert Lodging costsover 150 percent up to 200
of lodgingper demrate, it reuires prio percent of he per éemraterequres pior
approval brm OMB andDOA. (Exhibit C appova from the Cainet
to this policy provides atenplateto be Seaetary/OrganizationHead:lodging costs
usedfor requess tha exceedl50 percent excealing 200 pecent of the pea diem rate
of GSArate.) requires gior approvafrom OMB and
DOA. (Exhibit Cto this polty providesa
tempkte to be usedor requestshat exeal
150percent of GSA rae.)

7/2319 11 114.2 2.a The reimbursement for M&IE isnot | 2. a. TheM& IE should be basd onthe totd | Chapter1li
to exce=dthe stadam locality M&IE rate. | trip allowance ratler than aperday a per Travel
To qualify for morethan the sandard meal dlowance. Policy
locdity rate, it requies prior appoval b. The rémbursement ér M&IE i s not b
from OMB and DOA exceedthe stardard locality M& IE rate.To
b. Al experses,including exhindividual | qualify for more thanthe standartbcality
meal,mustbe itemzed sepaately. rate, it reuires prio approval fom OMB
c. M& IE is authorized when apyoved andDOA.
official travel isout-of-stat, more than c. All expensesincluding eh individual
six hours or overnidnt lodgingis required. | med, must beitemizel sgarately. When
d. M&IE indude: utilizingthe PCad, recepts arenot requred.

(1) Meds (food, beveragetax, andtips). All rgceipts forrned; ove $10.00 are
Tips sould be reasnable ard custonary, requwed whensubmittingfor persand
not to exceed20%of the bill before taxes | reimburement.
Thetotal for meds and tips stould not d. M&IE are auhorizedwhen approved
exceal the pe diem. official travel is outof-state,more than six
(2) Incidental Expensegfees andips hours or (_)vemlght lodging isrequired
given toporters, baggage @rriers, e. M&IE include:
bellhops hotel mads, andstewardsor (1) Meals (food beverage, tax, and ips).
stewadesses)Theadlowance fo Tips shauld be reagnéble andcustomary.
incidertal expengsmust rot be sed to (2) Inddental Expenseg (fees andips given
purchase personal items. to hotd support stff, baggage erriers, etc).
(3) Meak ard Incidentd Expensesare not | The dlowancefor incidental exgenses
to exceedthelocation ra¢e, as show in camot be sed topurchase pesorel items.
the folowing table: (3) M&I E arenct to exceed the loation rate
e. If an Agency knowsin advancea meal | asshown in hefollowing table:
is to beprovided without @stto the f. If an Orgarization krows in advace a
employee, eg., includedin a conérence | meal 5 o beprovided without cost tothe
fee; thenaredudion to the dEly per dem ernp|oyee,e_g.' hcluded n a onferernce fee
may be maddor the appopriate mebas | thenareduction to the daily perdiem will be
shown in the folowing tabk: mack for the appropriate meal astsown in
the fdlowing tabe:
7/23/19 11 1143 f. (1) If the travder is in alocaion where | f. (1) If the traweler isin alocation where the | Chapter 17
theFleet Servies fuelacess cad isnot Fled Serviceduel aces cardis not Travel
aaepted the expense igeimbusale, and | aacepted,the experse is rembursble, and Policy
theTravelCard nay be usal. All in-state thePCard mg be ugd All in-state
purchasgesof gasolinemust bemade using | purchases of goline regquire use of tie Heet
the Fleet Sevicesfuel access aal. Sewices fuel acesscad.
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7/2319 11

11.44

1. The policy for in-State assigments
requring overrightlodgingis established
by the Agercy. As a geneal rue, in-State
lodging is not encouragephowever,there
may be nsiances wien it is deened
appropriate and ost effectve. In such
instanes, in-Statelodging mustbe
preapprove by theAgency Head.

2. The mealallowance for in-State
assignmentsrequiring overnght lodging is
edablished by he Agencyandmust be
preappoved bythe AgencyHead.As a
general rie, such dbwances araoct
encouraged, bu may be approedon a
caseby-casebasis, & lorg asthe amount
does not exced the GSA rate.

1. The policy for in-State assgnments
requiringovemightlodging is esthalished by
the Organizaon. As ageneral rie, in-Stae
lodging isnot ercouraged; however, there
may beinstan@s wherit is deened
appropriate am cost effective.In such
instancesjn-Statelodging mustbe
pregproved by the OganizationHead.

2. Themed alowance for inState
assgnments reqiring overright lodgingis
eshblished by the Organizaton and must le
preappoved bythe Qganiaion Head.Asa
generakule, suich allowarcesare rot
encairaged, but may be approved oracase
by-casebasis, asong as theamount doesot
exceedthe GSA ate.

Chapte 117
Travd
Policy

7/23/19 1

115

Traveladvances argrohibited. Payment
for all travelrelaed, approvedexperses
should bemade usng theTravel Card.
However, in casesvhere thisoption is not
possible:

Travel advanes areprohibited. Pgment for

all travel-related, appioved expensesshould

be made usingthe PCad. Howeve, in cass
wherethis option is nd possble:

Chapterl 17
Travel
Policy
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Budget and

11

Accounting #

115

Policy Manua

- All request for travd expense
reimbursemerts shall besubmitedon the
Stae of Delawae PersonaExpense
Reimbursemet (PE) Form APQ03). This
form andsupporting dacumertation,
including required itemized receipts
shouldbe subritted to the appropriate
Agencyauthority within sevenT)
businessdays aftethe canpletion of
travel. An itemized receipmustbe
obtainedas proof of purchase. The eceipt
mustbe lggible, itemized (eflecting the
godd or srvice purchaed, andcontan
the verdor name date of purbase and
price of each iem A recapt descripion,
whichonly stats i Mi nsecoeul sl 6a
fi Mrchand s @ onlyincludes a
vendorés stockor itemnumber, s not
accetable.Recépt documenttion may
be paper o dectranic (including pictures
of receipts tken with asmatphone or
other electronic devicg.

- Rémbursementsor travelexpenses
incuredwithout required receipts,as
outlined,is strictly prohibited. Afi a
recapti noreimbureme npolicy
applies.Underextenating circunstanes
the emplogemay beunable to obtan an
itemized receiptIn this @, the
empoyee mustomplete arAffidavit for
Missing ard non-ltemized receipt In this
case, he enployee must @mplete an
Affidavit for Missng andNon-Itemized
Recapts (APO®). Theemployee mst
providea cetailed expanation asto why
an temizel recipt is nd available The
affidavit mug beapproved and signed ly
theemployee 6 s diam Bwgervisor ard
the Diision Director d Secton Head.
OMB and DOA approvais requred for
all transactbns. The dfid avit must ke
submittedto OMB within 30days of the
transaction tde considexdfor
reimbursemert. This allowssuficient
time fortheemployee b exhauwst all
ressmakle meastes fa obtaining an
itemized recept. If anenployee uses this
form, it mug beattached ¢ the Persaal
ExpenseReimbusament Form (AP003).

- Receipts mayot be cusbmary for
certain transadions (e.g, tipsgiven to
bellhops,mads, baggae cariers, etc.).
Agendes mus use theMiscellaneous
Non-Receipt TransactiorForm (APQ07)
to supportsud transations.

- Agencyfiscal personal assignig or
receiving accaintcoding d travel
expersesshould ersure thaTravel
account cades areusedin preparingthe

V8dfsond Experse ReiAb{fs8

- All requess for travel epense
reimbursements shih be submitted on the
Persoml Expense ReifursementRE)
Form (AR003). This form andsupporting
documentation,including required itemized
receips, $ould be subnittedto the
appropiate Organizatbn authority within
seven busiess days dter the complé&on of
travel. An itenmized recapt must beobtained
asproof of puchasefor all purchases
exceediry $10.00. Thereceiptmust be
legible, itemized(reflecting the god or
savice purtasd), and conain the vendr
name, date of puchase, ad price of each
item. A receipt desciption, which only

std¢ e s Al Ma nsecoell Mréhandise @r
only includes averdor 6 s k ar iteo ¢
number,is not aceptable Recept
documemationmay be papeor electonic
(including pictures of receiptstaken with a
smatphone o other electronic devce).

- Rémbursemets for travel expenses
incurred without required receips, as
outlined, is stictly prohibited.A fi n oceipt €
T no reimbusemeno policy apgies. Uncer
extenuating drcumstances, the empyee
may ke urabe to obainan itemized receipt
In this case, the mployee muscomplete a
Affidavit for Missing and nonltemized
Recepts (AP®5). Seell.14 for signatue
requirements!f anemployee useshis form,
it mug beatached to the Persondtxpense
Reimbursement Fon (AP003).

- Receiptanay rot be customaryfor certan
transactios(e.g, tipsgiven to hotel sewice
staff, laggage arriers, etc.) Organizations
mug use the MscelbneousNon-Receipt
Transaction Form (APOQ7) to support such
trarsactios.

- Organiations fiscal personnebssiging or
receiving accountoding of tavd expengs
should enaure thatTravel accour codesare
usedin preparing the Rersand Expense
Reimburserment

Chaper 117
Travel
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7/23/19 11 Exhibit A Affidavit for Missng and Mn-ltemized Affidavit for Missing andNon-ltemized Chaper 117
Receipts Fdw chat - deleted Recepts Flow charti inserted pdated Travel
flowchart. Policy
7/23/19 11 Exhibit B | (Seeinternetsite for al current rates) (See GBA webste for all currert rates) Chapter 117
Travel
NOTE: If neither e dty nor thecounty is | NOTE: If neither e citynor thecounty is Policy
listed on tle intene site tabls, the listed on tleinternetsite tables, lhe Standard
location is a sandardanduses the Rate is apled.
stardard rateaslisted onthe inerret sie.
7/23/19 11 Exhibit C | V. Proass Request Pth V. ProcessRequesPah Chagper 1171
Please semall requests toCali -Submit requestsdr lodging exceeding Travel
Engdsiepen,OMB at 150% and upo 200% ofthe perdiem rate © Policy
Cdi.Engelsiepen@ State glus the CabinetSeaetary/Organization Head.
-Subnit requests br lodging exceethg
200% of the perdiem rae to Céi
Engelsepen, OMB at
Cali.Engekiepen@delawargov
7/23/19 11 Exhibit C Below is an éample d Sectionll Below is an example 6Section Il Chapter 11
requirements ¢lo rotinclude tx). Seethe requiremerts (do rot include tay. See the Travel
GSA interret sie for hecurrert rates: GSA websit for thecurrent rates: Policy
http:/www.gsa.govderdien. http//www.gsagov/perdiem
7/23/19 12 TOC 12.1.1Services othe Travel Card 12.11 Serviceof the PCad Card Chagper 1217
PCad
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